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Overview Of Topics Covered In This
Training Guide
Creating a New Election
Adding Issues and Offices
Generating Ballot Styles
Printing Absentee and Mail Ballot Labels
Generating Official Register
Processing Mail Ballots

Processing Official Register

Closing an Election



Election Management



lection Managemen

=101 %|

User: murray, zach z i Date: 11/25/2011 Password Help Exit

Test Environment MT VOTES

Administration

VYoter Registration System Configuration
Yoter Search User Administration
Yoter Merge Address Library
Batch Scan Legal Address Library
i Messaging
Document Templates
Load External Data

Ballot Processing
Districts & Precincts

Election Workers

Reports & Labels
Schedule Jobs
Batch Management

Absentee Maintenance  [Sl[=la IR g =10

Provisional Ballots Dept of Corrections

DPHHS Search

Petitions

Office of Montana Secretary of State
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Election Management-—
Creating a New Election

e Election Management
is the first screen that

will display. —
wWoter Search Help
° From thiS Screen Ou Election Date II— Description | I~ Show Closed Search |
.y - Election Year I— Election Type | j rggloe\':ed,-’(:ancelled Clear |
Can SearCh On eXIStIng Election Date |EIe|:tiDnType |Descripti0n |
elections.
* For existing elections
you can view election
Details, Delete an
election, or Cancel an
election.
/A
e Click New to create a —= N _Cose |

new election.

Office of Montana Secretary of State

Created 2/23/2012 by ZRM Linda McCulloch
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Election Details—
Election Date

lection Management _|EI 5'
Eallok Styles  Address Library  Full Petitions  Polling Places  CASS  Districks Precincks  Reports

Woter Search Help

\ /1 |

. v 4
[ ) Enter Electlon Date Election Details Election Date  [12/08/2011 Q —
Include Certified Contests —
— open UUAM
Pull Contests Descriptian Il V !

L] i
I n M IVI D D YYYY Issues & Offices Election Type vl Election Method Pall vl ) 8:00 PM
Publish Certified Contests

Ballot Styles Filing Deadline  [09/24/2011 Closing Date for —Publication Dates
Ballot Styles.

Registration

f h . Ballot Review Official Caunty 12/08/2011 Start |11/18/2011
Canvass Vates Date
a S I O n o Erint Labels End  [12/04/2011

Official Reqister

Election Expenses — Districts — Statistics
Election Results District Control Count [ # Of Offices [ # OF Issues |

Process Official Reqgister
Duplicate Ballot Report
Close Election

Exit

™ Process completed Save | ‘

Office of Montana Secretary of State

Created 2/23/2012 by ZRM Linda McCulloch



Election Details—

Election Description

* Enterin an Election
Description using
standard election naming
conventions.

i.e., County Code (same as
used on license plates),
Type of Election, year of
Election

Example:
11 Municipal General 2011

Created 2/23/2012 by ZRM

Eallok Styles  Address Library  Full Petitions

Poling Places  CASS  Districks Precincts  Reports

Election Details

Include Certified Contests

Pull Contests

Publish Certified Contests
Ballot Styles

Ballot Review

Print Labels

Official Reqister

Election Expenses
Election Results

Process Official Reqgister

Cuplicate Ballot Report
Close Election
Exit

Election Date 12f08/2011
Description 11 Example Election 2011
Election Type vl Elechon Method

Filing Deadline

09/24/2011 Closing Date for
Registration

Official County

Canvass Vates Date

Poll vl
12/08/2011

| Clase [5:00 PM

Publication Dates
Start |11/18/2011
End 12/04/2011

— Districts

— Statistics

District Control Count

[ # Of Offices [ # OF Issues

™ Process completed

Save | ‘

Office of Montana Secretary of State

Linda McCulloch




Election Details—
Election Type

lection Management - | Ellﬂ
Ballob Styles  Address Library  Pull Petitions  Polling Places  CASS  Districks Precincts  Reports

woter Search Help

 Select an Election | |
Election Details Election Date W —PollHours ———————————

Include Certified Contests < I—
e e e e oo . - Open |7:00 &AM
I } !E e fro m t h e bl Contests Description |11 Example electon 2011

Issues & Officas Election Type
Publish Certified Contests

- ) )
d ro d OW n b OX Ballot Styles Filing Deadline  |09/24/2011 N T S—
' e Official County 12/08/2011 Start |11/18/2011
te
End 12/04/2011

Print Labels Canvass Vates Da

Official Reqister

Election Expenses — Districts — Statistics
Election Results District | Contral Count: | # OF Offices [ # Of Issues |

Process Official Register
Cuplicate Ballot Report
Close Election

Exit

I~ Process completed Save ‘

Office of Montana Secretary of State
Created 2/23/2012 by ZRM Linda McCulloch 9




Election Details—
Election Method

Election Management
EBallot Styles  Address Library  Pull Petitions  Poling Places  CASS  Districts Precincks  Reports

=10l =]

Woter Search Help

Election Details

 Select an Election

Election Date

[12/08/2011
N

Method from the

Election Method

—Paoll Hours

Open |7:00 4M
Close [2:00 PM

Filing Deadline  [09/24/2011 Closing Date for - Publication Dates
Ballot Styles d /24] Registration
Ballot Review Official County 12082011 Start |11/18/2011
§ Canvass Wates Date

ro p OW n OX . Brint Labsls End  [12/04/2011
Official Register
Election Expenses — Districts — Statistics
Election Results District | Contral Count | # of offices | # oOf 1ssues |

Process Official Reqister
Duplicate Ballok Report
Close Election

Exit

[~ Process completed

Save ‘

Office of Montana Secretary of State

Created 2/23/2012 by ZRM Linda McCulloch
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Election Details—
Closing Date for Registration

E’Electiun Management _|EI 5'
Ballot Styles  Address Library  Pull Petitions  Poling Places  CASS  Districks Precincts  Reports

woter Search Help

. \ |
¢ E nte r t h e Cl OSI ng Date Election Details Election Date W —PollHours ——————————

Include Certified Contests
ool Coleee ipi i Open |7:00 &M
Pull Contests Description |11 Example election 2011

. . .
fo r Reg I St rat I O n I n Issues & Offices Election Type Special ~| Election Method sote by Mail -l Clase |8:00 PM

Closing Date for 1171172011 i Publication Dates
Reqgistration
MM/DD/YY format L SRR o O | PV
L]

Canvass Vates Date
Print Labels End |12/04/2011

Official Register

Election Expenses — Districts [ Statistics ——————————
Election Results District | Contral Count: | # Of Offices [ # OF Issues |

Process Official Register
Duplicate Ballot Report
Close Election

Exit

I” Process completed Save | ‘

Office of Montana Secretary of State

Created 2/23/2012 by ZRM Linda McCulloch
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Election Details—
System Populated Dates

* Verify that all
system populated
dates are showing
correctly.

* Fields to verify:
* Filing Deadline

e Official County
Canvass Votes Date

 Poll Hours
 Publication dates

Created 2/23/2012 by ZRM

ji

Eellot Styles  Address Library  Pull Petitions

ﬁ Election Management

Poling Places  CASS  Districts Precincts  Reports

=10(]

Woter Search Help

7

/

Election Details

Include Certified Contests

Pull Contests

Issues & Offices

Publish Certified Contests
Ballot Styles

Ballot Review

Erint Labels

Official Reqister

Election Expenses
Election Results

Process Official Register
Duplicate Ballot Report
Close Election

Exit

Election Date

Description

1 Examp e election 2011

Election Type

Special vl Election Method
Filing Deadline  |09/24/2011 Closing Date for
Reqistration

Official County
Canvass Votes Date

— Districts

e |

Wote by Mail 'I
11/11/2011
12/08/2011|

—Poll Hours

Open |7:004M
Close [2:00 PM

—Publication Dates

Start |11/18/2011
End 12/04/2011

District

| Control Count

| # of offices!

SSUES

— st

™ Process compl

Save | ‘

Office of Montana Secretary of State

Linda McCulloch
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Election Details—
Save Election Details

=la(]

Ballot Styles  Address Library  Pull Petitions  Poling Places  CASS  Districks Precincts  Reports

\ |
e \e r|fy that you have p—— claionpats [T rallHous

Include Certified Contests
ool Coleee ipi i Open |7:00 &M
Pull Contests Description |11 Example election 2011

.
e nte red I n a | | Of t h e Issues & Offices Election Type Special ~| Election Method sote by Mail -l S 5:00 P

Publish Certified Contests

Ballot Styles Filing e |09f’24;’2011 Closing Date for 11/11/2011 —Publication Date L
. o Ballot Styles Registration
E | e Ct I O n D eta I I S el el Official County 12/08/2011 Start |11/18/20

Print Labels Canvass Votes Date

End 12/04/20

Official Register

Election Expenses — Disti [ Statistics —— —
Election Results ist | Contral Count: | # Of Offices [ # OF Issues |

* Check the Process ey

Completed box. =

* A green checkmark
will display next to
gIeFtlon Figtall to N/ AN
indicate it is : :
completed.

W Frocess completed save | ‘

e Click the Save button.

Office of Montana Secretary of State
Created 2/23/2012 by ZRM Linda McCulloch 13




Election Details—

Save Election Details

* A message will display
to confirm that the
election has been
saved.

* Election Details will
now show at the top
of the screen.

* Click
Refresh Wizard Status

E’Electiun Management
Ballot Styles  Address Library  Pull Petitions  Poling Places  CASS  Districks Precincts  Reports

=la(]

Election successfully saved.

woter Search Help

a

Certified Contests

lection Date: Dec-08-2011

Election Type: Special

Description: 11 Example election 2011

etails

atests

2 Offices

Certified Contests
ityles

VI W

o

=

ibels

Fegistar
Expenses
Results

Official Register

te Ballot Report
lection

)

/
Refresh Wizard Status <

Filing Deadline  |09/24/2011

Closing Date for
Registration
Official County
Canvass Votes Da

Election Date 12f08/2011
Description |11 Example election 2011
Election Type Special vl Election Method Wote by Mail -l

11/11/2011

12/08/2011
te

—Poll Hours

Open |7:00 &AM
Close [2:00 PM

Start

End

—Publication Dates

11/18/2011
12/04/2011

— Districts

District

| Control Count:

| # Of Offices | # Of Issues

—Statistics

Save | ‘

N\

Office of Montana Secretary of State
Linda McCulloch

Created 2/23/2012 by ZRM
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Helpful Hint—

* Any time Process Completed has been checked,
Always click Refresh Wizard Status for an updated
view of what has been accomplished.

Office of Montana Secretary of State

Created 2/23/2012 by ZRM Linda McCulloch
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Include Certified Contests



Include Certified Contests—

Overview

* The Include Certified e s S—
Contests screen o I ety |
allows you to accept
shared contests from
either the State or
other counties.

 E.G., President or
Governor contests.

* If contests are A
available you can click [ === <\- — )
on them and click * Click Process Completed when
Save to bring them finished with this screen.

into your election. :
* Refresh Wizard Status
Office of Montana Secretary of State
Linda McCulloch

Created 2/23/2012 by ZRM 17



Pull Contests



Pull Contests—

Overview

e The Pull Contests

screen will display a
list of available
contests that have
been setup with your
Districts and

Precincts.

 Check the box next to
the desired Positions
and click Save to pull
them into your

election.

Created 2/23/2012 by ZRM

=la(]

Ballot Styles  Address Library  Pull Petitions  Poling Places  CASS  Districks Precincts  Reports

woter Search Help

‘ Election Date: Dec-08-2011 Election Type: Special Descriptiurﬂ 11 Example election 2011 |
/| _Incumbent Candidates

@Election Details
@Include Certified Contests

-] Directar
B-O5unny Meadaws \Water & Sewer
ODbirectar

E-Oswan Valley Community Council
- Council Board Member
s - O council Board Mermber
els B-[Target Range Sewer & ‘Water District
Registar -] Director )
B-OTurah Meadows County Sewer B \Water District
1 Expenses Ooirector
Results =-Owest valley Community Council
Official Register - Council Board Member
[ —— - Council Board Member |
() lection M Y 1

| Candidates

m

=
=
=3
=
pel
{u]
[}
[
o
3

g

. {
y 4
N\
Refresh Wizard gth ™ Process Completed Select all Save

e Click Process Completed when
finished with this screen.

e Refresh Wizard Status

Office of Montana Secretary of State 19
Linda McCulloch
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Issues & Offices —
Creating New Office

Ballot Styles  Address Library  Pull Petitions  Polling Places  CASS  Districks Precincts  Reports

=la(]

woter Search Help

‘ Election Date: Dec-08-2011 Election Type: Special Description: 11 Example election 2011 |
— Districts — Offices

* If your election e —r
includes contests or

issues that were not ] E o | e | e |
able to be puned into E: i‘;z‘:% cnme i [ Political Party | Status | Ballot Position | Pe
your election from of o
earlier steps you will —— :
have to enter them e s |
manually.
e e S [" Process Completed ‘ ‘ Hew Details Delete Issue Sequences |
* Click New to begin.
Created 2/23/2012 by ZRM Office of Montana Secretary of State 91
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Issues & Offices —
Election Offices

':ﬁ_‘fElectiun Offices
Help
. . District Type | -
* Select the District e -
DM\ SCHOOL SIMNGLE MEMBER TRLISTEE
Type from the SEWER
Pos SOIL COMSERMATION DISTRICT
Dropdown bOX. LRBAN TRANSPORTATION DISTRICT
YWATER 2 SEWER (-
WATER DISTRICT i
Palit Party I j
Wote For Numberll Is Primary [
Save & Add Mew | Save Close |
Office of Montana Secretary of State
Created 2/23/2012 by ZRM y

Linda McCulloch



Issues & Offices —

Election Offices

 Select the desired
District from the
Dropdown box.

e Verify that you have
selected the correct
District Type if the
district you need is
not showing.

Created 2/23/2012 by ZRM

':ﬁ_‘fElectiun Offices X
Heln
District Type  [WARD =l
K l =
WarD 2
WARD 3
WARD 4
WARD 5
WAaRD &

P al Party I j
vl For Numberll Is Primary [
Save & Add Mew | Save Close |
Office of Montana Secretary of State 53

Linda McCulloch



Issues & Offices —

Election Offices

* Available Positions
within the selected
district will be
displayed.

* Choose which
position you are
including in your
election.

e Enter in the Political
party and Voter For
Number.

e Do not use thels
primary checkbox.

Created 2/23/2012 by ZRM

—L/

':'_E‘:'Electiun Dffices X
Help
District Type  [WARD =
District |WaRD 3 -
Position City Council Member \Ward 3{JAFFE, BOB f JAFFE, BOB )

N\ »
>F'|:|I|t||::al Party

City Council Member \Ward 3(RYE, STACY )

wate Far Number)\l Is Primary [

=

Z

N\

Save & Add Mew | Save

Close |

e (Click Save to continue.

e (Click Save & Add New to add in
additional offices.

Office of Montana Secretary of State
Linda McCulloch
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Issues & Offices —
Creating New Offices

* Your new office will
now display on the
Issues & Offices
screen.

* Repeat the previous
steps to add in
additional contests if
needed.

Created 2/23/2012 by ZRM

if Election Management

Ballob Styles  Address Library  Pull Petitions  Polling Places  CASS  Districks Precincts  Reports

=10l x|

Woter Search Help

| Election Date: Dec-08-2011

Election Type: Special

Description: 11 Example election 2011 |

@Election Details
@ Include Certified Contests
QF‘UH Contests
Issues & Offices
Publish Certified Contests
Ballot Styles
Ballot Review
Print Labels
Official Registar
Election Expenses
Election Results

Process Official Register

Cuplicate Ballot Report
(D)close Election

Exit

Refresh Wizard Status

— Districts

— Offices

Code - Name | Control Count

WARD 3 - WARD 3

A\

Missaula

City Council Member Ward 3

Hew Details I Delete |
—Candidates
MName | Paolitical Part: | Status \ Ballot Position | Pe
1| |
e I Details Delete |
—Issues
Caption | Issues # |
[~ Process Completed ‘ ‘ Hew Details Delete Issue Sequences |

Office of Montana Secretary of State

Linda M

cCulloch

25



Issues & Offices —
Adding Candidates

Eallok Styles  Address Library  Pull Petitions  Polling Places  CASS  Districks Precincks  Reports

‘ Election Date: Dec-08-2011 Election Type: Special Nscriptiun: 11 Example election 2011

— Distri

* Once your offices @lection Dstails o

@Include Certified Contests WOR

OF‘UH Contests
Pt
have been added, you | wmeom
Ballot Styles

can add in candidates St et

—Candidates

=1
Election Expenses
a S n e e d e d Election Expenses Name [ Political Party [ status [ Ballot Position | Pe
. Election Results

Process Official Register

Cuplicate Ballot Report
(T)Close Election
Exit

* Highlight the office R

you are adding a 2 e |
candidate to and click
N ew u n d e r T [~ Pracess Completed ‘ E Detaile Delete Issue Sequences |

candidates to begin.

Office of Montana Secretary of State

Created 2/23/2012 by ZRM Linda McCulloch
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Issues & Offices —

Adding Candidates

* On the following
screen enter the
candidates
information and click
Link to Voter.

The candidates
information will
automatically
populate if a matching
voter record is found.

Created 2/23/2012 by ZRM

E’Electiun Management
Eallok Styles  Address Library  Pull Petitions  Polling Places  CASS  Districks Precincks  Reports

=10l]

Woter Search Help

‘ Election Date: Dec-08-2011 Election Type: Special

Description: 11 Example election 2011 |

QEIection Details District: WARD 3 - WARD 3

Position: City Council Member Ward 3 Link To Woter ‘

A

@Include Certified Contests
@Pull Contests

Issues & Offices

Publish Certified Contests

Last Mame  |SMITH First Ma

Ballot Name  |EIEMSELIGT

me |CORIMA Middle Name [JOANH Suffix I .7 S
Filed ~| Incumbent r

Status

Official Registar
Election Expenses

Address I Contact |

Ballot Styles Filing Date  |11/28/2011 Political Party  |no Party ~| Ballot Position li
Ballot Styles

Ballot Review Through X .

el Petition ™ Link To petition

Print Labels

Election Results Address Type | Address

=

| Last Update!

Mailing
Residence
work Address

Process Official Register

Cuplicate Ballot Report
(T)Close Election

Exit

2140 W GREENCUGH DR, MISSOULA, MT 59302
1285 RIVER ST, MISSOULA, MT 59801

11/28/2011
11/28/2011

Comments

Satisfying Eligibility Requirements

System Requirements

e ([=

Validate Candidate

Refresh Wizard Status

Save & Add New | Save | Close |‘

Office of Montana Secretary of State
Linda McCulloch

27




Issues & Offices —

Adding Candidates

* |f necessary, change

lection Management

Eallok Styles  Address Library  Pull Petitions

=10l]

Poling Places  CASS  Districks Precincts  Reports

Woter Search Help

| Election Date; Dec-08-2011

Election Type: Special Description: 11 Example election 2011 |

@Election Details
@Include Certified Contests

Ballot Name, select

Political Party, mark
whether an
incumbent and add
contact information.

Created 2/23/2012 by ZRM

Ballot Styles
Ballot Review
Print Labels
Official Registar
Election Expenses

QDLIH Contests

District: WARD 3 - WARD 3 Position: City Council Member Ward 3 Link To Woter ‘

Last Mame  [SMITH First Mame [CORIMA Middle Name [JOANN suffiz |
Filed ~| Incumbent r
Paolitical Party  |No Party ~| Ballot Position

Ballot Name Status

Filing Date 11/28/2011

Through
Petition

SMITH, COR

™ Link Ta petition

Address I Contact |

Election Results

Process Official Register

Duplicate Ballot Report
(T)Close Election

Exit

Refresh Wizard Status

| Last Updated |
11/28/2011
11/28/2011

Address Type | Address

Mailing 2140 VW GREENOUGH DR, MISSOULA, MT 59802
Residence 1285 RIVER ST, MISSOULA, MT 59801

work Address

Detail

Comments

[ |
[-|

Satisfying Eligibility Requirements System Requirements

Validate Candidate

Save & Add New | Save | Close |‘

Office of Montana Secretary of State

28

Linda McCulloch




Issues & Offices —

Validating Candidates

* To validate the
candidate you will
first need to check
that they Satisfy
Eligibility
Requirements.

e System requirements
will be checked
automatically if the
candidate qualifies.

* C(Click Validate
Candidate.

Created 2/23/2012 by ZRM

Satisr'fyi_nuﬁulhllll-r Riequirements

O County residency

Office of Montana Secretary of State

Linda McCulloch

Lives withen distnct
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Issues & Offices —

Adding Candidates

 (Click Save to add the
new candidate to
your election.

* |f you have multiple
candidates to add
click Save & New to
reset the screen and
add them.

Created 2/23/2012 by ZRM

'E'Electiun Management

=10l]

Eallok Styles  Address Library  Pull Petitions  Polling Places  CASS  Districks Precincks  Reports

Woter Search Help

| Election Date; Dec-08-2011

Election Type: Special Description: 11 Example election 2011 |

@Election Details
@Include Certified Contests
@Pull Contests

Issues & Offices

Publish Certified Contests

Ballot Styles

Ballot Review

Print Labels

Official Registar

Election Expenses

District: WARD 3 - WARD 3 Position: City Council Member Ward 3 Link To Woter ‘

Last Mame  [SMITH First Mame |CORIMA Middle Name |JOANN

Suffix |

EENSSNEGERSMITH, CORIMNA JOARN Status Filed ~| Incumbent I~
Filing Date 11/28/2011 Paolitical Party  |No Party ~| Ballot Position
Through . L

Petition ™ Link Ta Petition

Address I Contact |

Election Results

Process Official Register

Duplicate Ballot Report
(T)Close Election

Exit

Refresh Wizard Status

| Last Updated |
11/28/2011
11/28/2011

Address Type | Address

Mailing 2140 VW GREENOUGH DR, MISSOULA, MT 59802
Residence 1285 RIVER ST, MISSOULA, MT 59801

work Address

Detail

Comments

KNI

Satisfying Eligibility Requirements System Requirements

k Validate Candidate

d
>‘ Save Close ‘
1 £

Office of Montana Secretary of State

4
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Issues & Offices —
Adding Candidates

E’Electiun Management _|EI 5'
Eallok Styles  Address Library  Pull Petitions  Polling Places  CASS  Districks Precincks  Reports

Woter Search Help

‘ Election Date: Dec-08-2011 Election Type: Special Description: 11 Example election 2011 |
. — Districts — Offices
e The new candidate @iesion ootais ol s [Com o1 || [ cis Counci et ward
@Include Certified Contests WARD 3 - WARD 3 Missoula

. . OF‘UH Contests
will now display for Peene

p y Publish Certified Contests
Ballot Styles

the selected office. St [ on | _ousis | oo |

Official Registar
Election Expenses
Election Results

—Candidates
| MName | Political Part: | Status | Ballot Position | Pe

ESMITH, CORINA, .| No Party [Filed  [1  [N{

Process Official Register
Cuplicate Ballot Report
(T)Close Election

* Repeat the previous -
steps to add et
additional candidates c s |
if necessary.

N

[~ Process Completed ‘ ‘ New Details Delete Issue Sequences |

Refresh Wizard Status

e Candidates can now
be certified.

Office of Montana Secretary of State

Created 2/23/2012 by ZRM Linda McCulloch
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Issues & Offices —

ertify Candidates

* Highlight the
candidate to be
certified.

e Click Details.

Created 2/23/2012 by ZRM

lection Management

Eallok Styles  Address Library  Pull Petitions  Polling Places  CASS  Districks Precincks  Reports

=10l]

Woter Search Help

‘ Election Date: Dec-08-2011 Election Type: Special Description: 11 Example election 2011 |
— Districts — Offices
(@Election Details Code - Name [ Control Count | City Council Member Ward 3

@Include Certified Contests
@Pull Contests
Issues & Offices
Publish Certified Contests
Ballot Styles
Ballot Review
Print Labels
Official Registar
Election Expenses
Election Results

Process Official Register

Cuplicate Ballot Report
(T)Close Election

Exit

Refresh Wizard Status

WORD 3 - WaRD 3 Missoula

— N
— V]

‘ New I Dgta\\sl Qeletel

Candidates

| Political Part: | Status | Ballot Position | Pe

ﬂ MName
p Y

|Filec 13 [N

< J 2l
‘ Hew I Details Delete |
N
7
—Issues ,l \‘
Caption | 1s5ues # |

[~ Process Completed ‘

1 J Delete

Issue Sequences |

Office of Montana Secretary of State

Linda McCulloch
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Issues & Offices —

ertify Candidates

lection Management
Eallok Styles  Address Library  Pull Petitions

Poling Places

=10l]

CASS  Districts Precincts  Reports

Woter Search Help

| Election Date; Dec-08-2011

Election Type: Special

Description: 11 Example election 2011 |

* |nthe Status field

@Election Details
@Include Certified Contests

District: WARD 3 - WARD 3

Position: City Council Member Ward 3 Link To Yoter ‘

dropdown choose
Certified.

* C(Click Save.

@Pull Contests

olssues &0

@Publish Certified Contests
(eallot Styles

Ballot Review
Print Labels
Official Registar
Election Expenses

Last Mame  |SMITH F

Ballot N

Filing Da

Through
Petition

Mame [CORIMA Middle Name [JOANN suffiz |

Status ~| Incumbent -
. [Filed | "
Paolitical Party  [aEamicte] Ballot Position |1.00

withdrawn
Contested

™ Link Ta petition

Address I Contact |

Election Results
Process Official Register
Duplicate Ballot Report

(T)Close Election

Exit

Refresh Wizard Status

Address Type | Address

| Last Updated |

Mailing
Residence

work Address

11/28/2011
11/28/2011

2140 W GREENCUGH DR, MISSOULA, MT 59302
1285 RIVER ST, MISSOULA, MT 59801

Detail

Comments

Satisfying Eligibility Requirements

[ |
[-|

System Requirements

Validate Candidate

Saie B Add Wew | SR Close | ‘
4 N

Created 2/23/2012 by ZRM

Office of Montana Secretary of State

Linda McCulloch

33




Issues & Offices —
Certify Candidates

E’Electiun Management _|EI 5'
Eallok Styles  Address Library  Pull Petitions  Polling Places  CASS  Districks Precincks  Reports

Woter Search Help

‘ Election Date: Dec-08-2011 Election Type: Special Description: 11 Example election 2011 |
. . — Districts — Offices
 The candidate is now @iesion ootais ol s [Com o1 || [ cis Counci et ward
@Include Certified Contests WARD 3 - WARD 3 Missoula

@Pull Contests
o o
certified e
. Publish Certified Contests
Ballot Styles
Ballot Review.

Print Labels
Official Registar

New I Dgta\\sl Qeletel

: — Candidates

Election Expenses | MName | Political Part: | Status | Ballot Position | Pe

° R . Election Results FSMITH, CORIMA...| Mo Party lFiled  [1 — [ndg
e p e at t e p reVI O u S Process Official Register

Duplicate Ballot Report

(T)Close Election 4

steps for additional =
candidates as needed.

J Dgta\\sl Delete

[ Issues # |

[~ Process Completed ‘ ‘ New Details Delete Issue Sequences |

Refresh Wizard Status

Office of Montana Secretary of State

Created 2/23/2012 by ZRM Linda McCulloch
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Issues & Offices —

reating New Issues

* Click the New button
under Issues to add in
a new issue to your
election.

Created 2/23/2012 by ZRM

lection Management

Ballob Styles  Address Library  Pull Petitions  Polling Places  CASS  Districks Precincts  Reports

=10l x|

Woter Search Help

Election Date: Dec-08-2011

Election Type: Special

Description: 11 Example election 2011

@Election Details
@ Include Certified Contests
QF‘UH Contests

Issues & Offices

Publish Certified Contests

— Districts

— Offices

Code - Mame

| Control Count |

WARD 3 - WARD 3

Missaula

City Council Member Ward 3

Ballot Styles
Ballot Review
Brint Labels Hew Details I Delete |
Offlufal Register "~ Candidates
Election Expenses MName | Paolitical Part: | Status \ Ballot Position | Pe
Election Results
Process Official Register
Cuplicate Ballot Report
(D)close Election
Exit
4| |
e I Details Delete |
—Issues
Caption | Issues # |
\ Hew Details Delete Issue Sequences |
Refras
|/
|4

Linda McCulloch

Office of Montana Secretary of State
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Issues & Offices —

Creating New lIssues

* Enter a unique Issue
Number and selected
the District Type and
District from the
corresponding
dropdown boxes.

E’Electiun Management

Ballot Styles  Address Library  Pull Petitions  Polling Places  CASS  Districks Precincts  Reports

=la(]

woter Search Help

| Election Date: Dec-08-2011
|

Election Type: Special

Description: 11 Example election 2011

-ﬁ :
Pull Contests

Issues & Offices

Publish Certified Contests

Ballot Styles

Ballot Review

Print Labels

Official Registar

Election Expenses

Election Results

Process Official Register

Duplicate Ballot Report
()Close Election

Exit

Refresh Wizard Status

Issues fo. |32 -l District Type | | pistrict =
General I Result OffImpact |
Caption (Characters: 0) (Words: 0)
I~ s0% Eligibility Applies I~ 60% Eligibility &pplies
Question  (Characters: 0) (Words: 0)
=
Summary (Characters: 0) (Waords: 0)
=
L]
Campaigh Committee if any
Save & Add Hew Save Close |

Office of Montana Secretary of State
Linda McCulloch

Created 2/23/2012 by ZRM
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Issues & Offices —

Creating New lIssues

e Enter a Caption for
the issue.

 Enter the Question
wording for the issue.

e Verify all information
is showing correctly
and click Save.

* (Click Save & Add new
to continue adding
additional Issues.

Created 2/23/2012 by ZRM

Eallok Styles  Address Library  Pull Petitions

Poling Places  CASS  Districks Precincts  Reports

Linda McCulloch

‘ Election Date: Dec-08-2011 Election Type: Special Description: 11 Example election 2011 |
@Election Datails Issues fo. |32 -[1 District Type [FIRE =] District [SEELEY LaKE FIRE =
@Include Certified Contests
@Pull Contests General I Result Offimpact |

Caption  (Characters: 15) ({Wards: 3)
ITest Fire [ssue
BellE: Peey ™ 50% Eligibility &pplies I 60% Eligibility Applies
Question (Characters: 15)  (Words: 3)
iTest Fire Issue =]
Election Results V ]
Process Official Register summary (Characters: 0) (Words: 0)
Duplicate Ballot Report ;I
(T)Close Election
Exit
L]
Campaigh Committee if any
Refresh Wizard Status Save & Add New save Close |
Office of Montana Secretary of State 37




Issues & Offices —
Overview

Eallok Styles  Address Library  Pull Petitions  Polling Places  CASS  Districks Precincks  Reports

‘ Election Date: Dec-08-2011 Election Type: Special Description: 11 Example election 2011

— Districts — Offices

i Th e n eW iSS u e Wi | | (9Election Details Code - Name [ Contral County__|

@Include Certified Contests SLY FIRE - SEELEY LAKE ... Missoula
@Pull Contests WARD 3 - WaRD 3 Missoula

show along with any e
(Deallot Styles.

other issues or Baloe e vew | tene | o |

Official Register —Candidates

Election Expenses
CO nte Sts O u h ave Election Expenses Name [ Political Party [ status [ Ballot Position | Pe
Election Results

Process Official Register

Cuplicate Ballot Report
a e . (T)Close Election

Exit

‘ SR [= I Details Qeletel

* Once you have
finished adding all
contests and issues

¥ Process Completed ‘ ‘ New Dgtails Delete Issue Sequences |

check the Process

Completed box. e Refresh Wizard Status

Office of Montana Secretary of State

Created 2/23/2012 by ZRM Linda McCulloch
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Publish Certified Contests



Publish Certified Contests—

Overview

* The Publish Certified
Contests screen
allows you to share
offices and issues you
have entered with
other counties that
have shared districts.

* Check entries and
click save to share
them.

e QOtherwise Check
Process Completed

Created 2/23/2012 by ZRM

Eallok Styles  Address Library  Full Petitions  Polling Places

CASS  Districts Precincts  Reports

| Election Date; Dec-08-2011

Election Type: Special

Description: 11 Example election 2011

@Election Details

@Include Certified Contests

—Shared Districts

— Certify Offices

ublishCert

(eallot Styles

Ballot Review

Print Labels

Official Registar

Election Expenses

Election Results

Process Official Register

Duplicate Ballot Report
(T)Close Election

— Certify Issues

~=
y 4
Refresh Wizard Status ¥ Process Completed

Save Select 4l

Refresh Wizard Status

Office of Montana Secretary of State

Linda McCulloch

40



Ballot Styles



Ballot Styles —

Generate Styles

'E'Electiun Management o ] 3

Ballok Styles  Address Library  Full Petitions  Poling Places  CASS  Districks Precincks  Reports

Woter Search Help

[ ] | h e n eXt Ste to S et u ‘ Election Date: Dec-08-2011 Election Type: Special Description: 11 Example election 2011 |
—Styles — Style Details

@Election Details Palling Places

H M @Include Certified Contests || &l Style I
your election is to @2l contests coor |
olssues & Offices | Style Part: | Vutersl
@ Publish Certifi L Rarty |
G e n e rate B a I I Ot (DBallot Styles I=" shared Offices Only Save
Ballot Review

Contests | Special Considerations |
Print Labels

St !! | e S R Official Register District [ 1tem |
Election Expenses

Election Results

Process Official Register

Cuplicate Ballot Report
(T)Close Election

Exit

* You will need to
Refresh Wizard Status e
if you have not been
doing it after each
prior step.

Refresh Wizard Status I Process Completed Generate Styles Resync Voter Wiew Absentees Pull bsentees |

Office of Montana Secretary of State

Created 2/23/2012 by ZRM Linda McCulloch
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Ballot Styles —

Generate Styles

'E'Electiun Management o ] 3

Ballok Styles  Address Library  Full Petitions  Poling Places  CASS  Districks Precincks  Reports

Woter Search Help

.
[ ] ‘ I I C k t h e G e n e rate ‘ Election Date: Dec-08-2011 Election Type: Special Description: 11 Example election 2011 |
—Styles — Style Details

@Election Details Palling Places

@ Includ fied —~ Style I
Styles button to Qo Cathadcatat | ) |
@Lssues & Offices Style Party | Woters|
@Publish Certified Contests Py I
generate ballot styles. | G

Ballot Review Contests | Special Considerations |
Print Labels

* The following SN,

Election Results

District: | item |

Process Official Register

message will display, -
warning you that your | &
election details will no —

., Precinct | Polling Place | Total |
longer be modifiable
if you continue. e
d
'ﬁ'tunﬁrm Style Regeneration ll Fifimely Yizsm Sheius Xgenerate Styles Resync Voter Wiew Absentees Pull &bsentees |
Ly Refresh Wizard Status yll
after generation of Ballot Styles, Election Method “/ote
by Mail' and Closing date for registration '11/11/2011°
will no longer be editable. Do you wish to continue?
fes | Mo I
* Click Yes when ready.
Office of Montana Secretary of State
Created 2/23/2012 by ZRM y 43
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Ballot Styles —

Generate Styles

* You will next be asked
if you want to
generate Ballot Style’s

':‘]E'Ballut Styles x|
by Precinct.
Do you want to generate Ballot Style by Precinct?
* If so click Yes. ves |[_No ]

* Clicking No will
generate Ballot Style
by District.

ffi fM t f Stat
Created 2/23/2012 by ZRM Office of Montana Secretary of State

44
Linda McCulloch



Ballot Styles —

G e n e r e S |e Ballot Styles  Address Library  Pull Petitions  Poling Places  CASS  Districks Precincts  Reports
a t t S Ballot Styles generated successfully. (Please ‘Refresh Wizard Status'.) \ arch Help

‘ Election Date: Dec-08-2011 Election Type: Special D&riptiun: 11 Example election 2011
—Gtyles — Style Details
@Election Details Palling Flaces |1

@Include Certified Contests | Style
* Newly generated G o]
lesues & Offices Style | Part | VDtersl

' " 1 1375 | Party |
@Publish Certified Contests 2 S

Ballot Styles will be Goalot s A _son|

Ballot Review S | Special Considerations |

Print Labels

| i Ste d u n d e r Styl e S L] S | EY LAKE FIRE I Ilt\?l:est Fire 1ssue I

Election Expenses
Election Results

Process Official Register

Duplicate Ballot Report
()Close Election

Exit

e A confirmation will N
display at the top of ot s

Show voter Count

Precinct | FPolling Place | Total |
POTO 2 - POTOMAC 2 GREENOUGH POTOMAC...
03 - PRECINCT 03 SEELEY LAKE ELEMENT...
t h e S C re e n 014 - PRECINCT N4 SEELEY LAKE ELEMENT...
. 05 - PRECIMCT 03 SUNSET SCHOOL
SEEL 1 -SEELEY 1 SEELEY LAKE ELEMEMT...
et W EeE S ‘ I” Process Completed Generate Styles I Resync Voter Wiew Absentees Pull shsentees | ‘

e Ballot styles will
generate with a
default number for a

Default ballot style names do not correspond to their
precinct number.

name Refer to the precinct box to verify the ballot styles
information.

Office of Montana Secretary of State

Linda McCulloch 45
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Ballot Styles —

Resync Voter

'E'Electiun Management

Ballok Styles  Address Library  Full Petitions  Poling Places  CASS  Districks Precincks  Reports

=10l]

Ballot Styles generated successfully. (Please 'Refresh Wizard Status'.)

Woter Search Help

* Clicking the Resync

Voter buttons will
cause MT Votes to re-
pull in the voters
encompassed by your
ballot styles.

Do not Resync voters
if you have already
printed and mailed
labels, as this will
invalidated the ballot
ID’s on the previous
labels.

| Election Date; Dec-08-2011

Election Type: Special

Description: 11 Example election 2011 |

(DBallot Styles

—Styles — Style Details
@Election Details Polling Places
@Include Certified Contests = Style I1
@Pull Contests color I
@Lssues & Offices Style Party | Woters| I
@ Eublish Certified Contests é é?ig Rarty

|7 Shared Offices Only

Ballot Review
Print Labels
Official Registar
Election Expenses
Election Results

Process Official Register

Cuplicate Ballot Report
(T)Close Election

Exit

Contests | Special Considerations |

Save

District: | item

ESEELEY LAKE FIRE

1 - Test Fire Issue

Precincts | Splits |

Show voter Count

Precinct | Polling Place

| Total |

POTO 2 - POTOMALC 2
03 - PRECINCT 03
04 - PRECIMCT 04
05 - PRECIMCT 05
SEEL 1 -SEELEY 1

SUMNSET SCHOOL

—

GREENOUGH POTOMAC..,
SEELEY LAKE ELEMENT...
SEELEY LAKE ELEMENT...

SEELEY LAKE ELEMENT...

Refresh Wizan

> Resync Voter

Wiew Absentees

Pull bsentees |

1 L

4

Office of Montana Secretary of State

Created 2/23/2012 by ZRM Linda McCulloch
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Ballot Styles —

Generate Styles

e Ballot Styles can be
renamed so as to be
more easily
recognizable.

* Click on the Ballot
Style you would like
to rename and then
enter a new name
under Style Details.

* C(Click Save

Created 2/23/2012 by ZRM

E’Electiun Management
Ballok Styles  Address Library  Full Petitions  Poling Places  CASS  Districks Precincks  Reports

=10l]

Woter Search Help

| Election Date; Dec-08-2011

Election Type: Special

A Description: 11 Example election 2011

@Election Details
@Include Certified Contests

@Pull Contests
olssues 2 Offices
@Publish Certified Contests
(DBallot Styles
Ballot Review
Print Labels
Official Registar
Election Expenses
Election Results

Process Official Register

Cuplicate Ballot Report
(T)Close Election

Exit

Refresh Wizard Status

—Styles

Polling Places

N\

| — Style Details
Style

| Calor
Style Part: | VDErsl
TEST 1 1373 Party
2 9743

[TEST 2]

|7 Shared Offices Only

Contests | Special Considerations |

District

| item

Save
L o

By WaRD 3

City Council Member Wa

Precincts | Splits |

Show voter Count

Precinct

| Polling Place

| Total ﬂ

LEWI 3 - LEWISCLK 3
LOWE 1 - LOWELL 1
PAXS 1 - PAXSON 1

63 - PRECIMCT 63
66 - PRECINCT 66

g -

LEWIS & CLARK SCHOOL
LOWELL SCHOOL
PAXSON SCHOOL
WASHINGTOM SCHOOL
ST JOSEPH SCHOOL

| of

‘ ™ Process Completed

Generate Styles |

Resync Voter

Wiew Absentees

Pull bsentees | ‘

e Be sure to click Save after

changing each style name or
your modifications will be lost.

Office of Montana Secretary of State

Linda McCulloch
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Ballot Styles —

Generate Styles

A confirmation
message will display
after each Ballot Style
name is changed.

The re-named ballot
Styles will be listed
under styles.

Once a name has
been used for a ballot
style it cannot be
applied to an
alternative ballot
style.

Created 2/23/2012 by ZRM

':E'Electiun Management

Ballot Styles  Address Library  FPull Petitions  Pg

Ballot Style successfully saved.

=la(]

woter Search Help

| Election Date: Dec-08-2011

I
EINinn Type: Special

Description: 11 Example election 2011

@Election Details
@Include Certified Contests
OF‘UH Contests
@lssues & Offices
@Publish Certified Contests
(DBallot Styles

Ballot Review

Print Labels

Official Registar

Election Expenses

Election Results

Process Official Register

Duplicate Ballot Report
()Close Election

Exit

Refresh Wizard Status

—Gtyles

Polling Places

|

TEST
|

Style Part: | VDtersl
TEST 1 1373
9745

— Style Details
Style |TEST 2
Color |
Party |

I=" Shared Offices Only

Contests | Special Considerations |

Save

District

| Item

By warD 3

City Council Mernber \Ward 3

Precincts | Snlitsl

Show voter Count

Precinct

| FPolling Place

LEWI 3 - LEWISCLK 3
LOWE 1 - LOWELL 1
PAXS 1 - PAXSON 1
63 - PRECINCT 63

66 - PRECINCT 66

S

| Total ﬂ
LEWIS & CLARK SCHOOL

LOWELL SCHOOL
PAXSON SCHOOL

WASHINGTON SCHOOL

ST JOSEPH SCHOOL

| of

I” Process Completed

Generate Styles |

Resync Voter

Wiew Absentees

Pull hsentees | ‘

Office of Montana Secretary of State

Linda McC

ulloch
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Ballot Styles —

Pull Absentees

* Next you will need to
pull Absentee’s into
the election.

* This button will have
different functionality
depending on
whether you are
setting up a Poll or
Vote-by-Mail Election.

Created 2/23/2012 by ZRM

Ballot Styles  Address Library  Pull Petitions  Poling Places  CASS  Districks Precincts  Reports

lection Management

=la(]

Ballot Style successfully saved. voter Search Heln
‘ Election Date: Dec-08-2011 Election Type: Special Description: 11 Example election 2011 |
— Styles i~ Style Details
@Election Details Palling Flaces
Style |TEST 2
@Include Certified Contests ﬂ
OF‘UH Contests colar I
@ lssues & Offices Style Party | voters| |
i 5= TEST 1 1373 Party
Publish Certified Contest:
@Publish Certified Contests e R S -
@Ballot Styles r: Shared Offices Only
Balot Review Contests | Special Considerations |
Print Labels
Official Register District [ It.em . |
B .- BywarD 3 City Council Mernber Ward 3
Election Results
Process Official Register
Duplicate Ballot Report
()Close Election
Exit
Precincts | Snlits| Show voter Count
Precinct | FPolling Place | Total ﬂ
LEWI 3 - LEWISCLE 2 LEWIS & CLARK SCHOOL
LOWE 1 - LOWELL 1 LOWELL SCHOOL
PAXS 1 - PAXSON 1 PAXSON SCHOOL
63 - PRECINCT 63 WASHINGTOM SCTHOOL
66 - PRECINCT 66 ST JOSEPH SCHOOL -
g T o | E
N
1\
N
et W EeE S I” Process Completed ! Pull shsentees ‘
P4

Office of Montana Secretary of State

Linda McCulloch

4
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lection Management _|EI 5'
Ballot Styles  Address Library  Pull Petitions  Poling Places  CASS  Districks Precincts  Reports

.
Po I I E I e ct l o n Ballot Style successfully saved. voter Search Help

‘ Election Date: Dec-08-2011 Election Type: Special Description: 11 Example election 2011 |
. . —Gtyles — Style Details
* Clickin g the P u @lestion Details e e
@Include Certified Contests ﬂ iyl
. OF‘UH Contests colar I
Absentees button will i = ——r1
@Publish Certified Contests TesT1 1375 PRI |

TEST 2 9745

. (DBallot Styles [ Shared offices Only Save
O n I u I I Vote rs W I t h el el Contests | Special Considerations |
Print Labels

Official Register District [ttem |
b B .- By warD 3 City Council Mermber Ward 3
Election EXpenses
Absentee requests on Flection Resuls
Process Official Register
f' | Duplicate Ballot Report
I e . (DClose Election
Exit
Precincts | Snlits| Show voter Count
Precinct | FPolling Place | Total ﬂ
LEWI 3 - LEWISCLE 2 LEWIS & CLARK SCHOOL
LOWE 1 - LOWELL 1 LOWELL SCHOOL
PAXS 1 - PAXSON 1 PAXSON SCHOOL
63 - PRECINCT 63 WASHINGTOM SCTHOOL
66 - PRECINCT 66 ST JOSEPH SCHOOL -
g T o | E
N
1\
N
et W EeE S I” Process Completed ! Pull shsentees ‘
lyl

Office of Montana Secretary of State

Created 2/23/2012 by ZRM Linda McCulloch
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Ballot Styles —

Pull Absentees

Poll Election

* Adialogue box will

come up, allowing
you to specify which
absentee types you
would like to puill.

You can pull different
types individually or
Select All.

Click Continue

Created 2/23/2012 by ZRM

':‘Elf'Pull Absentee

=101

—aAbsentee Types

ntee Types

[~ Select all

Description -
Oc - Civilian Overseas

Om™ - Military Domestic

O o - Military Overseas
A Moo omoe + Al x
1 | i»

Description

Q:nptinuel Cancel I
7/ \

Office of Montana Secretary of State
Linda McCulloch

£ A
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Lo
allot Styles  Address Library  Pull Petitions  Polling Places  CASS  Districts Precincts  Repatts

Poll Election .

‘ Election Date: Dec-08-2011 Election Type: Special Description: 11 Test Poll Election 2011 |
. —Styles —Style Details
* Absentees will be i g . T
Include Certified Contests ﬂ L
. Pull Contests calor |
ulled into the b o - LS
Publish Certified Contests il Letel Pty I
. Ballot Styles I Shared oOffices Only Save
e I e Ct I O n Ballot Review Contests | Spedial Considerations |
. Print Labels
Official Register [ District [ 1tem |
Election Exnenses |@Seeley Lake Community Co...  Council Board Member
Election Expenses

Election Results

Pracess Official Register | Pulling absentee voters...
Duplicate Ballot Repaort | l Cancel ||

Close Election L - X ICErT

* The following =
confirmation will —
d i S p | ay. ET;E-EE‘EECINCT 03 I ;E!EEYPSETE ELEMEMT... I - I

04 - PRECINCT 04 SEELEY LAKE ELEMENT...
SEEL 1 -SEELEY 1 SEELEY LAKE ELEMENT...

Show Voter Count

'Election Management
Ballok Skvles  Address Library  Pull Pefitions  Palling Places  CASS  Diskricks Precincks  Reporks Refresh Wizard Status ‘ B (s Ciaiplsiss BEfElEiE Sl | (REBYE VEET iy TS | Pl iEisEs I

Election workspace created successfully. {Please 'Refresh Wizard Status'.)

e Refresh Wizard Status

e Check Process
Completed.

Office of Montana Secretary of State

Created 2/23/2012 by ZRM Linda McCulloch
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Ballot Styles —

Pull Absentees
Vote-By-Mail Election

* Clicking the Pull
Absentee button for a
vote-by-mail election
will pull in all active
voters.

* |nactive voters will not
be pulled into the mail
ballot election.

* Click Pull Absentees

Created 2/23/2012 by ZRM

'E'Electiun Management

Ballok Styles  Address Library  Full Petitions  Poling Places  CASS  Districks Precincks  Reports

=10l]

Woter Search Help

| Election Date; Dec-08-2011

Election Type: Special

Description: 11 Example election 2011

@Election Details
@Include Certified Contests
@Pull Contests
olssues & Offices
@Publish Certified Contests
Ballot Styles
Ballot Review
Print Labels
Official Registar
Election Expenses
Election Results

Process Official Register

Cuplicate Ballot Report
(T)Close Election

Exit

Refresh Wizard Status

—Styles
Polling Places
=
Style Part: | Vutersl
TEST 1 1373
TEST 2 9743

— Style Details
Style [TEsT1
Color |
Party |

|7 Shared Offices Only

Contests | Special Considerations |

Save

District

| item

ESEELEY LAKE FIRE

1 - Test Fire Issue

Precincts | Splits |

Show voter Count

Precinct

| Polling Place

| Total |

POTO 2 - POTOMALC 2
03 - PRECINCT 03
04 - PRECIMCT 04
05 - PRECIMCT 05
SEEL 1 -SEELEY 1

GREENOUGH POTOMAC..,

SEELEY LAKE ELEMENT...
SEELEY LAKE ELEMENT...
SUMNSET SCHOOL

SEELEY LAKE ELEMENT...

N

1N
d \

™ Process Completed

Pull bsentees

x|

Office of Montana Secretary of State
Linda McCulloch

4
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Ballot Styles —

Ballat Styles  Address Library  Pull Petitions  Polling Places  ©ASS  Districts Precincks  Reparts

Vote-By-Mail Election e

| Election Date: Dec-08-2011 Election Type: Special Description: 11 Example election 2011 |
—Styles —Style Details
@Election Details Polling Places
TEST 1

* Note that the Pulled @luciuce Corted Corvests | | 3 !
oPuH Contests %m— I

V d @lssues & Offices Style Party | woters | v

i 7 TEST 1 1375
oter count does not G casscorsss | (1511 il
Ballot Styles

nly 5 |
t h th t t I EauitLREViIEW \ﬂ"tEStS | Special Considerations | —
i doels
MatcC € totals ot Lobols |

Official Register | District | item
I . [ seELEy Lake FIRE 1 - Test Fire Issue
Election Expenses

. . i i LI

indicated by the ballot | s |

Process Official Register | Retrieving voter details for 6381 voters |

Duplicate Ballot Report | T Cancel

styl e S (@)Close Election L - —
L]

Exit

Precinctsl Snlits| Show Voter Count

" . Precinct | Paolling Place | Total |
[ ] I h IS IS beca use the POTO 2 - POTOMAC 2 GREEMOUGH POTOMAC..,
03 - PRECINCT 03 SEELEY LAKE ELEMENT..,
04 - PRECINCT 04 SEELEY LAKE ELEMENT..,
05 - PRECINCT 05 SUNSET SCHOOL

ballot styles include SEELLoSEELE LSS A SN
all active and inactive oo || o comdetst | [mSies | remmoveter | viewAbsentsos | [ Pammerizer |
voters. Where as only
active voters are
pulled into the
election.

Office of Montana Secretary of State

Created 2/23/2012 by ZRM Linda McCulloch
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Ballot Styles —

Pull Absentees

lection Management
Ballat Stwles

=101 %]

Address Library  Pull Pebitions  Poling Places  ©ASS  Districts Precincts  Reports

Woter Search Help

Vote-By-Mail Election

Election workspace created successfully. (Please 'Refresh Wizard Status'.) \

| Flection Date: Dec-08-2011

Election Type: Special

Descann: 11 Example election 2011

—Styles —Style Details
@Election Details palling Places
TEST 1
@Incude Certified Contests j Styls I
@Eull Contests colar |
. . @ Lssues & Offices Style [Party [ woters| I
e A confirmation Euplish Certfed Contests | | 257 5 aves ||
Publish Certified Contest:
@ Fublish Certified Contests e S :
pallot Styles r: Shared Offices Only Save
D Contests | Special Considerations |
Print Labels

message will display
at the top of the
screen.

* Check Process
Completed.

Created 2/23/2012 by ZRM

Official Register

Election Expenses

Election Results

Process Official Register

Duplicate Ballot Report
()Close Election

Exit

Refresh wizard Status

/1

District

| Item

ESEELEY LAKE FIRE

1 - Test Fire Issue

Precincts | 5plits |

Show Yoter Count

Precinct

| Polling Place

| Total |

POTO 2 - POTOMAC 2
03 - PRECINCT 03
04 - PRECINCT 04
05 - PRECINCT 05
SEEL 1 -SEELEY 1

GREENOQUGH POTOMAC. .,
SEELEY LAKE ELEMENT. ..
SEELEY LAKE ELEMENT...
SUMSET SCHOOL

SEELEY LAKE ELEMENT...

v 4

‘ [~ Process Completed

Resync “oter

Wiew Absentees | Pulllshsentees I

N
N

e Refresh Wizard Status

Office of Montana Secretary of State

Linda McCulloch
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Ballot Review



Ballot Review —
Overview

The Ballot Review
screen will list all

issues and offices that

have been setup in
the election.

Only certified
Candidates will be
displayed.

After reviewing this

screen check Process

Completed.

Created 2/23/2012 by ZRM

'E'Elettinn Management

Ballat Styles  Address Library  Pull Pebitions  Poling Places  ©ASS  Districts Precincts  Reports

=101 %]

Woter Search Help

Election workspace created successfully. (Please 'Refresh Wizard Status'.) \

| Flection Date: Dec-08-2011

Election Type: Special

Descann: 11 Example election 2011 ‘

@Election Details
@Incude Certified Contests
@Eull Contests
@lssues & Offices
@ Fublish Certified Contests
Ballot Styles
Ballot Review
Print Labels
Official Register
Election Expenses
Election Results

Process Official Register

Cuplicate Ballot Report
()Close Election

Exit

Refresh wizard Status

/1

—Styles
Polling Places
[~
Style | Part | Votersl
TEST 1 1375
TEST 2 9745

—Style Details
Style JTEST 1
Color I
Party |

I=" shared Offices Only

Contests | Special Considerations |

Save

District

| Item |

ESEELEY LAKE FIRE

1 - Test Fire Issue

Precincts | 5plits |

Show Yoter Count

Precinct

| Polling Place | Total |

POTO 2 - POTOMAC 2
03 - PRECINCT 03
04 - PRECINCT 04
05 - PRECINCT 05
SEEL 1 -SEELEY 1

GREENOQUGH POTOMAC. .,
SEELEY LAKE ELEMENT. ..
SEELEY LAKE ELEMENT...
SUMSET SCHOOL

SEELEY LAKE ELEMENT...

v 4

‘ [~ Process Completed

Resync “oter

Wiew Absentees | Pulllshsentees I

N
N

e Refresh Wizard Status

Office of Montana Secretary of State
Linda McCulloch
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Print Labels



Print Labels—

O .
'E'Elettinn Management I [ o3
° T h P . L | Ballok Styles  Address Library  Pull Petitions  Poling Places  CASS  Districts Precincts  Reparts
e rl nt a e S Woter Search Help

‘ Election Date: Dec-D8-2011 Election Type: Special Description: 11 Example election 2011 ‘

screen fu N Cti ons t h e WEloction perais - Mailing Ballot Batches

0 Suppl tal label iting to b inted.
@Incude Certified Contests upplemental label(s) waiting to be printe

S a m e fo r b Ot h PO I I g%ﬁs 6380 Main label{s) waiting to be printed.

@Publish Certified Contests || [-23th Date | Batch # [ Batch Description

and Vote by Mail 7 e

@Print Labels

. Official Register
e I e Ct I O n S . Election Expenses
Election Results
Process Official Register
Duplicate Ballot Report
()Close Election

Exit
. Ll .
* Click Label Printing to
begin
A
Refresh Wizard Status [~ Process Completed Label Printing S whract Label Infarmaticon | ‘

AN |
N

Office of Montana Secretary of State

Created 2/23/2012 by ZRM Linda McCulloch
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Print Labels—
Label Printing

I Election Management — 0] x|
Ballot Styles  Address Library  Pull Pebitions  Poling Places  ©ASS  Districts Precincts  Reports

Woter Search Help

Election Date: Den—DBNll Election Type: Special Description: 11 Example election 2011 ‘

* Enter a Batch # and ) e — ) e m— )
—Selection Criteria — Qutput Order
@Eull Contests
. . = = Field Order By
D e S C r‘ I t I 0 n @lssues & Offices Languages | Special Assis Tvpe | Ballot Types |
P . | | =1 frone |

@Publish Certified Contests Absentee Types Ballot Styles

Ballot Styles
oa ot Ry [ Civilian Overseas I j INONE ﬂ
OM [] Election Specific I j |NONE j
(D)print Labels [ Military Domestic

i i Military Overseas
Ofﬂufal Register m] ; Y o JEPS—
Election Expenses O Permanen

[ Permanent Federal ¢ Print Mow € Print Ta Fila

® Th M e | e D t . | | Election Results . 0] Seasonal
e a I I n g a e WI Process Official Register Select Label | ﬂ

Cuplicate Ballot Report
()Close Election

default to the current T e =] =

system date.
Search Clear all

Number of Copies |1 = W Collate

* This date can be
changed and will be
the recorded “sent
date” that will
display for ballots
sent in this batch.

Refresh wizard Status Print Close ‘

Created 2/23/2012 by ZRM Office of Montana Secretary of State

Linda McCulloch 60



Print Labels—
Label Printing

* Under Selection
Criteria you can

choose which label
types to include in

your batch.

'E'Elettinn Management
Ballot Styles  Address Library  Pull Pebitions  Poling Places  ©ASS  Districts Precincts  Reports

=101 %]

Woter Search Help

| Flection Date: Dec-08-2011

Election Type: Special

Description: 11 Example election 2011

Batch # |1— Description [Tast 1 Mailing Date |11/25/2011 ‘

N

@ Fublish Certified CDnt&s

@eallot Styles

OBaIIDt Review

@Print Labels
Official Register
Election Expenses
Election Results
Process Official Register
Duplicate Ballot Report

()Close Election
Exit

@Election Details
-
;Selectinn Criteria

Absentee Types

Languages | Special Assis Type | Ballot Types |

Ballot Styvles

[ Civilian Overseas
[] Election Specific

[ Military Domestic
[ Military Overseas
[ Permanent All

[ Permanent Federal
[] Seasonal

Include vl

Clear |

— Qutput Order

Field Order By

[ =] fone -]
| = fhene =]
[ =] [rone -l

—Output Type
¢ Print Mow € Print Ta Fila

Select Label |

Number of Copies |1 = W Collate

[~ Only Provisional

Search Clear all

* Not selecting anything
will include all labels
in the batch.

Print Close ‘

Refresh wizard Status

* The Search button will
tell you how many
labels will be printed.

Office of Montana Secretary of State 61
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Print Labels—
Label Printing

e Under Output Order
you can specify what
sort order you would
like your labels to
have.

e Qutput Type allows
you to specify print
now or to file, and
which label type you
would like to use.

Created 2/23/2012 by ZRM

'E'Elettinn Management
Ballot Styles  Address Library  Pull Pebitions  Poling Places  ©ASS  Districts Precincts  Reports

=101 %]

Woter Search Help

| Flection Date: Dec-08-2011

Election Type: Special

Description: 11 Example election 2011

@Election Details
@Incude Certified Contests
@Eull Contests
@lssues & Offices
@ Fublish Certified Contests
@eallot Styles
OBaIIDt Review
@Print Labels
Official Register
Election Expenses
Election Results
Process Official Register
Cuplicate Ballot Report
()Close Election
Exit

Refresh wizard Status

Batch # |1— Description NTest 1 Mailing Date |11/25/2011 ‘

—Selection Criteria

Languaces | Speci

— Qutput Order

Absentee Types |

[ Civilian Overseas
[] Election Specific
[ Military Domestic

[ Military Overseas
[ Permanent All

[] Seasonal

Include vl

] Permanent Federal —V

Field Order By
Ballot Stvles I j INONE ﬂ
| =] fhone =
N | =l Jnone |
»-Output Type

N

¢ Print Mow € Print Ta Fila

Select Label |

Number of Copies |1 = W Collate

Clear |

[~ Only Provisional

Search Clear all

Print Close ‘

Office of Montana S

ecretary of State

Linda McCulloch
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Print Labels—

Label Printing

e Specify the number of
copies you would like

once you have

entered Output Order
and Type, and you
have chosen the label

type.

 Click Print

Created 2/23/2012 by ZRM

i lection Management

Ballot Styles  Address Library  Pull Pebitions  Poling Places  ©ASS  Districts Precincts  Reports

=101 %]

Woter Search Help

Election Date: Dec-08-2011

Election Type: Special

Description: 11 Example election 2011 ‘

@Election Details
@Incude Certified Contests
@Eull Contests
@lssues & Offices
@ Fublish Certified Contests
@eallot Styles
OBaIIDt Review
@Print Labels
Official Register
Election Expenses
Election Results
Process Official Register
Cuplicate Ballot Report
()Close Election
Exit

Refresh wizard Status

Batch # |1— Description [Tast 1 Mailing Date |11/25/2011 ‘

—Selection Criteria

Languages | Special Assis Type | Ballot Types |
Absentee Types Ballot Styles |

[ Civilian Overseas
[] Election Specific

[ Military Domestic
[ Military Overseas
[ Permanent All

[ Permanent Federal
[] Seasonal

Include vl T

— Qutput Order

[~ Only Provisional

Search Clear all

Field Order By

[ =] [one -]
| =] friere =]
[ =] [rone -l
— Output Type

¢ Print Mow  C Print To File

Select Label | ﬂ

| Humber of Copies [1 = W Callate

N

> Print Close ‘
1 /A

Office of Montana Secretary of State
Linda McCulloch

4
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Print Labels—
Label Printing

* Areport will generate
containing your
labels.

* Verify that the correct
label type was
chosen.

 Click Print

Created 2/23/2012 by ZRM

TTTTT A0 A O
5218 450584355 6308

TTTTT 100 0 0
5263 450584400 6353

Office of Montana Secretary of State
Linda McCulloch

TEST 2
19

TEST 2
27

N N O RO AT
450584356 6309

IR Y 0 R0
450584364 6317

64



Print Labels—
Label Printing

* Choose the printer
you would like to
print to.

* Click Print

Created 2/23/2012 by ZRM

&eint 2 x|

eneral |

— Select Printer

| 2| add Printer
:;:; 110,192,231, 225/ CapCaolor an ipp: (From WI_TwkZEOi-u7 3wy GQcL) in session
110,192,231, 225/903HPELECTIONS on ipp: (From WWT_IYkZEO-u7 SweyG0cL ) in

| i
Statuz: Ready [ Printtafile  Preferences |
Location: _ _

inter w_VKZKDiu7BuyGoe  Find Printer.. |
— Page Fange

Comment: Auta Created Ch
+ Al Mumber of copies; I'I 3:
€ Selection ) Curent Page

" Pages: I'I -456 ¥ Collate
Enter either a zingle page number ar a single

page range. For example, 5-12

L]

Frirt Cancel Apply
| | |

7\

Office of Montana Secretary of State

Linda McCulloch



Print Labels—
Label Printing

* Once the labels have
printed click Close.

0 | & Print... |G (4% [0 B- 3 | G6 Gh 100% = |5 B usse | Backward (3 Forward | (= Savess.. | _ Close
B i3 B 6

TTTTT LTI
5218 50584355 6308 5219

45058435
450584 3

TTTTT T TR T —
5263 450584400 6353 5227

Office of Montana Secretary of State
Created 2/23/2012 by ZRM Linda McCulloch 66



Print Labels—

Overview

 |f additional voters
are registered after
printing labels they
will show up as
Supplemental labels
waiting to be printed.

* Once all labels have
been printed and you
will have no more
check Process
completed.

Created 2/23/2012 by ZRM

Eallok Styles  Address Library  Full Petitions  Polling Places  CASS  Districks Precincks  Reports

Labels are printed successfully. (Please 'Refresh Wizard Status'.)

‘ Election Date: Dec-08-2011 Election Type: Special

Description: 11 Exampl

e election 2011 |

Mailing Ballot Batches
@Election Details I - n q
os it iting t inted.
@ Include Certified Contests o] (et ot i G e (Al
@Full Contests in label(s) waiting to be printed.
QI sssss & Offices
1 TDate

| Batch # | Batch Description

@ Publish Certified Contests
@eallot Styles
@eallot Review
OPrint Labels
Official Registar

/2011 1 Test 1

Election Expenses
Election Results
Process Official Register

Cuplicate Ballot Report
(T)Close Election
Exit

Refresh Wizard Status W Fracese Caomplefed Label Printing

Label Reprinting

Extract Label Infarmation

e Refresh Wizard Status

Office of Montana Secretary of State
Linda McCulloch
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Inactive Electors in a
Vote-by-Mail election



Inactive Electors—
Overview

If an inactive elector requests a ballot, or mails in, or brings in a
voter registration card (or other document listing the elector's
current residence address, including but not limited to, a
reactivation form) before the ballots are mailed, change their
status to “Active” and send the person a ballot along with the rest

of the mail ballots.



Inactive Electors—

Overview

If an inactive elector requests a ballot, or mails in, or brings in a
voter registration card (or other document listing the elector's
current residence address, including but not limited to, a
reactivation form) after the day on which you mailed your
ballots, change their status to “Active” and provide them with a
ballot in person or by mail.

You do not need to have them fill out a Replacement/Late
Ballot Request since they, by following 13-2-222, MCA, are
activating their registration and are therefore automatically
eligible for a ballot.



Inactive Electors—

Overview

AFTER Activating the elector -

* The system will ask if you want to resync.
Select Yes.

* In Election Management/Print Labels, the
label for this voter will be waiting for you to
print.



Late and Late Transfer Registrants
in a Vote-by-Mail election



Late and Late Transfer Registrants

* By law, a late or late transfer registrant must
come into your office if the individual wishes to
register after the close of regular registration.



Late and Late Transfer
Registrants BEFORE Ballot Mailing

 |f a late registrant comes in to register before
the ballots are mailed, register them in the
system and follow the procedures in 13-19-303,

MCA.

* Allow them to vote in your office until noon the
day before the ballots are mailed.



Final Steps for Handling Late and
Transfer Registrants

» After late or transfer registration has been entered,
system will ask if you want to resync. Select yes.

* Then go to Print Labels in Election Management,
choose, and the system will display how many labels
will be waiting to be printed for this election.



REPLACEMENT/LATE BALLOT REQUEST

[ J
R e u I r e d | FOR MAIL BALLOT ELECTION
449305, ARM, and 13-19-305, MCA

I , do hereby request a replacement or late ballot for the mail ballot
0 r m election to be held 20 i County,
Montana, for the following reason (check one):

() Idid not receive the ballot mailed to me.

{} The ballot mailed to me has been:
() spoiled { ) damaged
() lost () destroyed

() Tam alate or late transfer registrant who is registering after ballots have been mailed, and who has not
received a ballot for the election referenced above.

Note to election administratar: An inactive elector whe is reactivating under 13-2-222, MCA, by requesting a ballot, or by
mailing or bringing in a voter registration card (or other document listing the elector's eurrent residence address in your
0 r county, including but not limited to a reactivation form) does not need to fill out this form in order to receive a ballot, since by
reactivating, the elector is automatically eligible for a ballot.

R e p I a C e m e n t / La t e I hereby certify, under penalty of law, that the above information is true and correct, and that Tunderstand éncmptin g

to vote more than once in any election is a violation of Montana election law.

B a I I Ot R e q u e St fo r ,i:;' ;\::?’;c;i ;r;r;s; ;aﬁ; i;f ;ZZ?E:: :ﬁg:; Ezﬁg;:n the presence of a Notary Public or in the presence of the Election
1 : Signature of elector:
Mail Ballot Election.

Address of elector:

STATE OF MONTANA )
Check the Secretary omyor__ )
On this day of 20 , before me, personally appeared the above named individual,

known to me or proved to me to be the person whose name is subscribed to the above dec laration, and acknowledged to me that

Of State’s We bs ite fo r he/she executed the same.
Notary Public for the State of Montana
t h i S .I: O r m i - E::ﬁ::ne_of‘_lﬂma@' Public

My Commission Expires ) 20
By:

Deputy (if not notarized)

Montana Secretary of State Linda 76
McCulloch



Do not extend address ranges after you have
printed labels. Duplicate ballots will be
prepared for all electors in that address range!

If you have a new address you create a NEW
address range for that one address until
election is closed.

Montana Secretary of State Linda

McCulloch 7



Ballot Processing



Ballot Processing—

Overview

* The Ballot Processing
Screen Will aIIOW you User:; murray, zach County: Missoula Date:11/28/2011 Password Help Exit
to process Absentee H Test Environment MT VOTES
and Vote-By-Mail

Il MT ¥DTES il B[] [

About

5 | (58 =) =1 Voter Registration System Configuration

VYoter Search User Administration

Yoter Merge Address Library

Batch Scan Legal Address Library

Commit Batch vessaging

Document Templates
[ C | H k I I H i i Election Management Load External Data
ick Ballot Processing
n

Ballot Processing Reports & Labels

Districts 8 Precincts Schedule Jobs

. i 1 fhpe==
to b egl n Rk J e Election Workers Batch Management
. | A i Absentee Maintenance [0 [S000 A0 L1 5 = [l
3]

Provisional Ballots Dept of Corrections

DPHHS Search

Petitions

Office of Montana Secretary of State

Created 2/23/2012 by ZRM Linda McCulloch
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Ballot Processing—

Overview

e Ensure the correct
Batch and Received

Dates are showing.

e Enter in a Batch
Description and
Identifier.

Created 2/23/2012 by ZRM

':E:'Process Ballot x|
Heln
—Batch
Election [12/08/2011 11 Example elsction 2011 Batch Description |
Batch Date |11,-‘28}2\011 Received Date |11,-’28,-’2011 Identifier |
—Ballot Lahel { % Ballot Search in Workspace L/ \A
D Il Add Mame I
Source |In—Pers j Street | City Z, Search |
List of Ballots in the " Exceptions Only
Item # | E.a_rl | Woter Mame | S |
Details Delete Wioter Details Household Wiewy Ballots Close |

Office of Montana Secretary of State

Linda McCulloch

80




Ballot Processing—
Creating a Ballot Batch

* Change the Ballot
Label source to the
source of the received
ballots.

 Clickin the ID Field.

e Scan Barcodes or
Manually enter each
Ballot ID and click
Add.

Created 2/23/2012 by ZRM

x|
Heln
—Batch
Election |12/08/2011 11 Example elaction 2011 Batch Description |
Batch Date |11,-‘2El,-‘2011 Received Date |11,-’28,-’2011 Identifier |
—Ballot Lahel i space
] Il Add
Source |In—PerSDn j eet | City j Search |
List of Ballots in the Batch I~ Exceptions Only
Item # | Barcode | Woter Mame | Source |
Details Delete Wioter Details Household Wiew Ballots Close |

Office of Montana Secretary of State
Linda McCulloch
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Ballot Processing—

Process Ballots

* Once all ballots have
been entered select
an entry to:

 View Ballot Details
e Delete
* View Voter Details

* View Household
Info

* View Active Ballots

* Click Close when you
have finished

examining each entry.

Created 2/23/2012 by ZRM

T‘Ef;Process Ballot x|
Help
—Batch
Election |12/08/2011 11 Example elaction 2011 Batch Description |
Batch Date |11,-‘28,-‘2011 Received Date |11,-’28,-‘2011 Identifier |
—Ballot Label Ballot Search in Workspace
D I Add Mame I
Source |Mai| j Street | City | j Search |
List of Ballots in the Batch I~ Exceptions Only
Item # Barcode Woter Mame Source
450584356 BATHGATE, LORIS L
2 450584364 BERRY, ZOMDA K Mail
3 450584377 BISBEE, '"WEMDY L Mail
4 450584379 BLODGETT, JUSTIN R, Mail
5 450584407 BROWHM, LAURETTA F Mail
s} 450584378 BRUMNMNER, TRAWIS Mail
7 450584411 CH&LISSEE, ELLEN O Mail
Details Delete Wioter Details Household Wiew Ballots | > Close |

4

Office of Montana Secretary of State
Linda McCulloch
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Ballot Processing—

Verify Ballots

* The new batch will be
displayed.

* Click process to add
additional ballots to
the batch.

 When ready highlight
the desired batch and
Click Verify to
continue.

Created 2/23/2012 by ZRM

ﬁ Receiving Ballot Batches

=10l

Query executed successfully.

Woter Search Help

Batch Date To

Batch Date From I

Search

Clear

Search
|7Elect0n [12/08/2011 11 Example slection 2011 |

Ballots | Undeliverable |

Batch #

B |5 S

File Upload

Hew | Process Delete Werify

jia|

Close |

Office of Montana Secretary of State
Linda McCulloch
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Ballot Processing—

Verify Ballots

* Verify the displayed
signature and enter a
Ballot Status.

e Click Save and move
to Next record to be
Processed to
continue.

Repeat this process
until you have verified
all signatures.

Created 2/23/2012 by ZRM

':E'Uerify Signature x|
Help
— Batch
Election [12/08/2011 11 Example slection 2011 Batch Description |

Batch Date Ill,n‘28,n‘2011 Received Date Ill,-‘28,-‘2011

Identifier I

—Ballot Label Ballot Search in Workspace
jin] Il Add MName I
Source |Mai| =l Street | City | >|  search |

— Batch Navigation

4

Name | Searcﬁl Repfrd Mo | Search |
Save and Move to Next record to be Processed Exceptions
First | Previous | MNext Last I Item |1 Of |7
— Ballot Details
Ballot
Dl L/25/201L IMprlSoNMent Of DOtH unde
WOTer name —
s
Ballot Status  |accepted j ) )
Attestation on File
Comments
gistration Full Image | Shiowy Signature
Excentions  Ball nt |
Sent Seq. | Bar | VioterMame | Source | Date Sent | Date Received | Ballot Stylel Ballot Type
1 450 . |

Household Wiew Ballots

Delete I Water Details

Office of Montana Secretary of State
Linda McCulloch
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Ballot Processing—
Overview

':‘_E'Receiving Ballok Batches =ox]

Query executed successfully. wWoter Search Help

Search
Election [12/08/2011 11 Example slection 2011 |
Batch Date From I Batch Date To I Search Clear

Ballots | Undeliverable |

 The completed batch
will now be listed with
no unprocessed
ballots.

* Repeat the previous
steps to process

additional ballot R | _
batChES. Hew &‘l verify | File Upload

Close |

Office of Montana Secretary of State

Created 2/23/2012 by ZRM Linda McCulloch
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Undeliverable Ballots



Undeliverable Ballots

* Montana mail ballot law requires notifying the
elector whose ballot was returned as
undeliverable be sent an NVRA notice which can

be forwarded, with prepaid postage. See 13-19-
313 (4), MCA.



http://data.opi.mt.gov/bills/mca/13/19/13-19-313.htm
http://data.opi.mt.gov/bills/mca/13/19/13-19-313.htm
http://data.opi.mt.gov/bills/mca/13/19/13-19-313.htm
http://data.opi.mt.gov/bills/mca/13/19/13-19-313.htm
http://data.opi.mt.gov/bills/mca/13/19/13-19-313.htm

Ballot Processing—
Undeliverable Ballots

':E'Receiving Ballok Batches g s 3|
Query executed successfully. Wioter Search Help
Search
. Election [12/08/2011 11 Example slection 2011 |
* Click N — —
IC eW to Create a Batch Date From Batch Date To Search | Clear |
n eW batc h Of Ballot Undeliverable |
. Batch # | Batch Description | Batch Date | Receive Date | Count
undeliverable ballots.
Mew
N Close |

Office of Montana Secretary of State

Created 2/23/2012 by ZRM Linda McCulloch
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Ballot Processing—

Undeliverable Ballot

Q

e Click in the ID field
and either scan a
ballots barcode or
manually enter the
ballot ID and click
Add.

Created 2/23/2012 by ZRM

Linda McCulloch

‘If Undeliverable Ballots |
Heln
—Batch
Election |12/08/2011 11 Example elaction 2011 Batch Description |
Batch Date |11,-‘28,-‘2011 Received Date |11,!2El,!2011 Identifier |
—Ballot Label /Eallut Search
0 Il Add
treet | City | j Search |
— Voter Details
MName on Ballot | MName in Record |
Status |x1\|:ti\re Status |
Ballot Residential Address Current Residential Address
Ballot Mail Address  address Type Current Mail Address
I~ Inactivate [© Review Registraticm Chamnge WMo |
Delete First: Breyious | MRt I Last | Wiewy Ballots Woter Details Save | Close |
CIOSE ]
Office of Montana Secretary of State 89



Ballot Processing—

Undeliverable Ballot

Q

e Click in the ID field
and either scan a
ballots barcode or
manually enter the
ballot ID and click
Add.

Created 2/23/2012 by ZRM

Linda McCulloch

‘If Undeliverable Ballots |
Heln
—Batch
Election |12/08/2011 11 Example elaction 2011 Batch Description |
Batch Date |11,-‘28,-‘2011 Received Date |11,!2El,!2011 Identifier |
—Ballot Label /Eallut Search
0 Il Add
treet | City | j Search |
— Voter Details
MName on Ballot | MName in Record |
Status |x1\|:ti\re Status |
Ballot Residential Address Current Residential Address
Ballot Mail Address  address Type Current Mail Address
I~ Inactivate [© Review Registraticm Chamnge WMo |
Delete First: Breyious | MRt I Last | Wiewy Ballots Woter Details Save | Close |
CIOSE ]
Office of Montana Secretary of State 90



Ballot Processing—
Undeliverable Ballots

The Voter Details will
display.

Review displayed
information.

Click Save to store the
undeliverable ballot
record.

Created 2/23/2012 by ZRM

I Undeliverable Ballots |

Ballot has been received. Help
—Batch

Election |12/08/2011 11 Example elsction 2011 Batch Description |

Batch Date IM Received Date IM Identifier |
—Ballot Label Ballot Search

D f Add Name |

Street | City | j Search |

—Voter Details

Marme on Ballot m Marme in Record |m

Status |Acti\re Status |Al:tive

Ballot Residential Address Current Residential &ddress

MISSOULA, MT 59801 MISSOULA, MT 59801

Ballot Mail Address  Address Type @ Mailing Current Mail Address

MISSOLULA, MT 359801 -

[~ Inactivate [ Review Registration Change Mow | N
Celete First: Breyious | [Ext I Last | Wiew B

Linda McCulloch

Office of Montana Secretary of State

> Save Close

91




Ballot Processing—
Undeliverable Ballots_.

FZZIE: (o755 T Sl oo o1 5

* The new achostefrom [ pawhoweTo [ cosrh | car |
undeliverable ballot e — -
batch will be 3 S — —
displayed.

* Follow the previous
steps to add in
additional
undeliverable ballots. G| Fees e

* Close Ballot
Processing when
finished. |

Created 2/23/2012 by ZRM Office of Montana Secretary of State .

Linda McCulloch




Releasing Undeliverable Ballots

e Sometimes a ballot comes back undeliverable
and a real person shows up in the office

e Then the ballot must be released



Created 2/23/2012 by ZRM

ick Ballot Processing

=101 ]

ounty: Date: 01/23/2006 Password Help Exit

Montana VOTES

Administration

Yoter Registration System Configuration
Yoter Search User Administration
Yoter Merge Address Library
Batch Scan Legal Address Library

Commit Batch Messaging

Document Templates

Election Management Load External Data
Election Calendar
Ballot Processing Reports & Labels
Districts & Precincts Schedule Jobs

Election Workers Batch Management
Petitions Dept of Corrections
DPHHS Search

1/232/2006 Following Woter has moved from Missoula County to Lewis & Clark County Woter ID: 14197 Mame...
1/232/2006 Following Woter has moved from Missoula County to Flathead County “Woter ID: 42264 Name: HEIL...

all meszsages

IBStartl Movell-delivered Appli... | % Movell GroupWise - M... | & MetaFtame Presentati.. “E MT YOTES - \\Rem... Microsoft PawerPaint .. <« 434 P

Office of Montana Secretary of State
Linda McCulloch
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ou will receive this message: Ballot

has been received already

Election |06/06/2006 2006 Primary Election Batch Description |
Batch Date IDS,-‘Dl,-‘EDDEu Received Date IDS,-‘Dl,-‘EDDEu Identifier |
—Ballot Label Ballot Search in Workspace
o |100045429 Add Name |Crossland, Mariah
Source |In—F‘erson j Strest | City | j Search |
List of Ballots in the Batch Exceptions Onl
tem Zapped already r D y
Ttem # | Barcode | Source |
Ballot has been received already.
Details | Delete | Hold | Woter Details Household Wiew Ballots Close |
Sta...
2/24f2006 06/06/2006 Test 2006 Federal Primary Election : United States Representative - Demaocrat, Unite...

T = T T ‘
f.ﬁStartl Movel-deliv... | @ Novell Gro,.. | &1 MetaFrame. . | I MT WOTES... | “I Receiving ... | “If Process Eal... ”E Item 2ap... Microsoft P... | « DM 2:36 M

Office of Montana Secretary of State

Created 2/23/2012 by ZRM Linda McCulloch
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ick OK and you will be taken to the
Receiving Ballot Batches screen

e [YTRETY
—Batch
Election |06/06/2006 2006 Primary Election Batch Description |
Batch Date IDS,-‘Dl,-‘EDDEu Received Date IDS,-‘Dl,-‘EDDEu Identifier |
— Ballot Label Ballot Search in Workspace VOTE S
D |100045429 Add Name |Crossland, Mariah —
Source |In—F‘erson j Strest | City | j Search |
List of Ballots in the Batch E ti onl
ist of Ballots in the Batc Item Zappad/aFasaY [~ Exceptions Only
Ttem # | Barcode | Source |
b Ballot has been received already.
5
Details | Delete | Hold | Woter Details Household Wiew Ballots Close |
Sta...
2/24f2006 06/06/2006 Test 2006 Federal Primary Election : United States Representative - Demaocrat, Unite...

ﬁﬁ'Start| Novell-deliv...| @ Novell Gro... | @MetaFrame...| I T VOTES...| I Receiving ... | “If Process EBal... ”E Item Zap... Micros;ft P.. | <« @I- 2:36 PM ‘
Office of Montana Secretary of State
Created 2/23/2012 by ZRM y
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Created 2/23/2012 by ZRM

Click on View Held Ballots

A MT VOTES I [l o
About
‘IIf Receiving Ballot Batches ;lgllll
= Query executed successfully. Voter Search Help

Election |Dﬁjnﬁfznnﬁ 2006 Primary Election |

Batch Date From I Batch Date To I Search Clear |

Ballot Undeliverable|

Batch # Batch Description Batch Date Receive Date

Process Delete

View Held Ballots Close

Sta...
2/24/2006 06/06/2006 Test 2006 Federal Primary Election @ United States Representative - Democrat, Unite...

— T T 2
EBStartl Movel-delivered ., | % Novell Groupwise, . | & MetaFrame Prese... | I MT WOTES - YiRe... ”E Receiving Ballo... Microsoft PowerP, . | « Ml 237

Office of Montana Secretary of State
Linda McCulloch
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Highlight the batch and click Process

0]

TEMT YOTES
About

‘IIf Receiving Ballot Batches " - |EI|5||

= Query executed successfully. Voter Search Help

Election |Dﬁjnﬁfznnﬁ 2006 Primary Election |

Batch Date From I Batch Date To I Search Clear |

Ballot Undeliverable|

Batch # Batch Date

Batch Description Receive Date

01, 16

Process Delete

View Held Ballots Close |

Sta...
2/24/2006 06/06/2006 Test 2006 Federal Primary Election @ United States Representative - Democrat, Unite...

— T T 2
EBStartl Movel-delivered ., | % Novell Groupwise, . | & MetaFrame Prese... | I MT WOTES - YiRe... ”E Receiving Ballo... Microsoft PowerP, . | « Ml 237

Office of Montana Secretary of State
Created 2/23/2012 by ZRM Linda McCulloch
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Delete the voter from the Undeliverable
Ballots so the ballot can be processed

=101

dr=il el

Undeliverable Ballots x|

Record 1 of 1 Heln Help Exit

—Batch
Election |2006 Primary Election Batch Description |
Batch Date Im Received Date lm Identifier |
—Ballot Label Ballot Search V TES
1D I Al Name Il
Street | City | j Search |
— Voter Details 3
MName on Ballot |CROSSLAND, MARIAH 1 MName in Record |CROSSLAND, MARIAH 1
Status |active Status |active
Ballot Residential Address Current Residential Address
920 TAYLOR 5T 920 TAYLOR 5T
MISSOLUILA, MT 59802 MISSOLUILA, MT 59802

Ballot Mail Address  Address Type :  Civilian Overseas Current Mail Address

PRSCOMCMURDO STATIONOPSC 469 BOX 700 BOX 7145
APO, AP 96599 MISSOULA, MT 59307

I™ Inactivate = Review Reagistration Change Mo |

Delete

First: Previousl [ext | Last | Wiew Ballots Woter Details Save Close |

| 5ta...
2/24/2006 06/06/2006 Test 2006 Federal Primary Election @ United States Representative - Democrat, Unite...

T - — T T 4
fﬁStartl Navell-deliver... | & Novel Group... | & MetaFrame Pr.., | I MT WOTES - ... | “I} Receiving Eall... ”E Undeliverabl... Microsoft F‘ow...l « % 2:39 P

Office of Montana Secretary of State

Created 2/23/2012 by ZRM Linda McCulloch



Verify and save. Then the ballot will be
listed as Accepted

o =l ]
‘IIf Receiving Ballot Batches ;lgllll
= Query executed successfully. Voter Search Help
—| | Election |Dﬁjnﬁfznnﬁ 2006 Primary Election |

Batch Date From I Batch Date To I Search | Clear |

_ VOTES
Ballots | Undeliverahle |

Batch # | Batch Date | Receive Date | Source | Count | Accepted | Rejected | Haold |

4 03/01/2006  03/01/2006  Mail 4 4 0 0

01 16 [ [ In-Person

Werify File Upload

View Held Ballots Close |

Sta...
2/24/2006 06/06/2006 Test 2006 Federal Primary Election @ United States Representative - Democrat, Unite...

T = T T 2
f.ﬁStartl Movel-delivered ., | % Novell Groupwise, . | & MetaFrame Prese... | I MT WOTES - YiRe... ”E Receiving Ballo... Microsoft PowerP, . | «ZHl 242

Office of Montana Secretary of State

Created 2/23/2012 by ZRM Linda McCulloch
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Official Register



Official Register—

Generate Official Register

E’Electiun Management _|EI 5'
Eallok Styles  Address Library  Full Petitions  Polling Places  CASS  Districks Precincks  Reports

Woter Search Help

‘ Election Date: Dec-08-2011 Election Type: Special Description: 11 Test Poll Election 2011 |

i Th e Officia I Registe r iS @Election Details Official Register Not Pulled.

@Include Certified Contests
@Pull Contests

only available for Poll | g e

@Publish Certified Contests

@ealot Styles

I t H @eallot Review
e e C I O n S . opnnt Labels
Official Reaister
Election Expenses
Election Results

Process Official Reqgister
Duplicate Ballot Report

* Click Pull Voters to O
begin.

Fifimely Yizsm Sheius ™ Process Completed Pull Supplemental | | Pull Woters | Erifit: |

Office of Montana Secretary of State

Created 2/23/2012 by ZRM Linda McCulloch
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Official Register—

Generate Official Register

i’ Generate Official Register - 0] =|

Help

* The Generate Official - Alnabeticaly
Reg|ster screen WI” T Break Pages slphabetically

i By Polling Place
d ppea . ﬁ [T Erecincts within Polling Flace
[T Wands Yithin Frecinct
[T Ballot Styles within Polling Place
° Choose Wh|Ch Sort [T Break Pages &lphabetically
. i By Precinct
order options you
WOUld Ilke and CIICk :i ::_lmplemental Additizmn

OK. 7 Supplemental Deletion

cancel |

Office of Montana Secretary of State

Created 2/23/2012 by ZRM Linda McCulloch
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Official Register—

Generate Official Register

* A confirmation
message will display.

* The register can be
regenerated or you
can pull a
supplemental register
by clicking the
buttons below.

* Once the register has
been printed check
Process Completed.

Created 2/23/2012 by ZRM

'ﬁ'ElectiDn Managemen

Ballot Styles  Address Library  Pull Petitions  Poling Places  CASS  Districks Precincts  Reports

Official Register created successfully. (Please "Refresh Wizard Status'.) voter Search Heln
‘ Election Date: Dec-08-2011 Election Type: Special DeNiptiun: 11 Test Poll Election 2011 |
Election Details - . . .
o Official Register Pulled alphabetically With Page Breaks (Combined Statuses) on 11/258/2011
@Include Certified Contests
@ Eull Contests Lezitiam [ Pag
@ ssues 8 Off]
@ Fublish Certified Contests
@eallot styles
QBaHDt Review
&Erint Labels
Official Register
Election Expenses
Election Results
Process Official Reqgist
Duplicate Ballot Report
(Dclose Election
Exit
Total Number Of Official Register Pages : |207
Refrash Wizard Status I~ Process Completed Pull Supplemental Regenerate Official Register Print |
A\ A A
N N\ 7\
Office of Montana Secretary of State 104
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Election Expenses



Election Expenses—

Overview

* The Election Expense
screen can be used to
track expenses for
your election.

e This screen is not
required to close your
election.

e Click Process
Completed when you
are finished with this

screen.
Created 2/23/2012 by ZRM

E’Electiun Management

Eallok Styles  Address Library  Full Petitions  Polling Places  CASS  Districks Precincks  Reports

=10l]

Woter Search Help

| Election Date; Dec-08-2011

Election Type: Special

Description: 11 Test Poll Election 2011 |

Refresh Wizard Status

Election Details Election Expenses District Cost Distribution | Election Districts Remaining :
@Include Certified Contests Printing
@rull contests Expense Item | Actual Cost | Actual 5% -
olssues & Offices Ballots $0.00 0
@Publish Certified Contests PURGHEETES D 0
Master List £0.00 £0
Dealotstyles Inserts £0.00 £0
@eallat Review Letters £0.00 &0
om Acceptance of Office $0.00 £0
@ Official Reaister PosteriSigns +0.00 +0
Election Expenses Certificate of Notification $0.00 £0
Election Results Certificate of Election £0.00 £0
Process Official Reqistar Challenge Forms $0.00 £0
Duplicate Ballot Report Replacement Ballot Form £0.00 £0
(@close Election ioter's P.amphlet +0.00 0
) WBM - Mailer Envelope $0.00 0
Bt WBM - Return Envelope $0.00 £0
VBM - Secrecy Envelope $0.00 £0
Materials for Election Personnel Trainin $0.00 £0
Cther £0.00 0
Close of Registration +£0.00 £0
Motice of Election £0.00 £0
Motice of Filing for Office $0.00 £0
MNotice-Absentee Ballots Available $0.00 0
Display Ad +£0.00 £0 =
Group Total: £0.00 actual Total: £0,00 Calculate Tatals

Expense Group : 1/9

Save | Prewousl Next |‘

™ Process Completed
N
N

Office of Montana Secretary of State

Linda McCulloch
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Election Results



Election Results—
Overview

Election results can be
manually entered into
this screen.

Using this screen will
store this information
in MT Votes for future
reference.

This screen is not
required to close your
election.

Click process
complete once results
have been entered.

Created 2/23/2012 by ZRM

Eallok Styles  Address Library  Full Petitions  Polling Places  CASS  Districks Precincks  Reports

| Election Date; Dec-08-2011

Election Type: Special

@Election Details
@Include Certified Contests

@Pull Contests

@Publish Certified Contests

@eallot Styles

@eallot Review

opnnt Labels

@ Official Reaister

Election Expenses
Election Results
Process Official Reqgister

Cuplicate Ballot Report
(T)Close Election
Exit

Refresh Wizard Status

Issues Results  Offices Results |

Offices Winner

Council Board Member IPELLETIER, GARY ]

\W‘ESS Completed
N

Office of Montana Secretary of State

Linda McCulloch
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Process Official Register



P ] ] [ ]
O .

E’Electiun Management _|EI 5'
Eallok Styles  Address Library  Full Petitions  Polling Places  CASS  Districks Precincks  Reports

e Accepted ballots can ey

‘ Election Date: Dec-08-2011 Election Type: Special Description: 11 Test Poll Nion 2011 |
N

. .
be indicated manually | oo o e =
@Include Certified Contests REE ST pHERE
b h k M h b @Pull Contests Pz o (K CD 1
y C e C I n g t e OX {Accepted | woter Name | Residential Address | shzentes Sent/Recd Date|

237 CUTTHROAT DR SEELEY LAKE, MT 5986

665 SPRUCE DR SEELEY LAKE, MT 59868

665 SPRUCE DR SEELEY LAKE, MT 29868

2820 HWY 83 N SEELEY LAKE, MT 59868

260 EAGLE DR SEELEY LAKE, MT 59868

260 EAGLE DR SEELEY LAKE, MT 59858

120 LAUREL LM SEELEY LAKE, MT 59862 11/28/2011

next to each voters - — A

opnnt Labels
@ Official Reaister

n a l I l e . Election Expenses

Election Results
Process Official Reqgister
Cuplicate Ballot Report

(T)Close Election

* To use the barcode
scanner click in the
barcode field and \ o
scan the - e [ first | erev| Nest| Last| Page1ofz2u7

corresponding
barcode for a voter on
that page.

Office of Montana Secretary of State

Created 2/23/2012 by ZRM Linda McCulloch
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Process Official Register—
Overview

lection Management _|EI 5'
Eallok Styles  Address Library  Full Petitions  Polling Places  CASS  Districks Precincks  Reports

* You can only scan
‘ Election Date: Dec-08-2011 Election Type: Special Description: 11 Test Poll Nion 2011 |
barcodes for the page b ——
p g QEIectlon Details ggﬁc‘\sa::ler alphabet Barcode
@Include Certified Contests 9
@Pull Contests FEZE D |1 ﬂl
yo u a re O n . @lssues & Offices Accepted |voter Mame | Residential Address | shzentes Sent/Recd Date|
@Publish Certified Contests r 237 CUTTHROAT DR SEELEY LAKE, MT 5986
@eallot Styles r 665 SFRUCE DR SEELEY LAKE, MT 59866
oBaHDt Reyieww - 6635 SPRUCE DR SEELEY LAKE, MT 59868
oprlnt Labels r 2820 HWY 83 N SEELEY LAKE, MT 59868
@ Official Register r 260 EAGLE DR SEELEY LAKE, MT 59868
. @Election Expenses r 260 EAGLE DR SEELEY LAKE, MT 59868
Y ( :l I C k n ext to O to t h e @)Election Resuits r 120 LAUREL LM SEELEY LAKE, MT 50868 11/28/2011
Process Official Register
o Duplicate Ballot Report
next page and begin (O sonssanen
Exit
scanning barcodes
.
again.
1| | »
1N 4
N
Print Processed Voters Add Omi Mext Last Page 1 of 207
Refresh Wizard Status ™ Process Completed

Created 2/23/2012 by ZRM Office of Montana Secretary of State 111
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Process Official Register—
Overview

'E'Electiun Management o ] 3
Eallok Styles  Address Library  Full Petitions  Polling Places  CASS  Districks Precincks  Reports
[ ] n C e yo u a Ve You are on the first page. voter Search Help
f' . h d . ‘ Election Date: Dec-08-2011 Election Type: Special Description: 11 Test Poll Election 2011 |
I n I S e P ro Ce SS I n g @Election Details ggﬁc‘\sa::ler 0 Alphabetic List |2t &pplicable ~| Barcode
@Include Certified Contests 9
t h ffn . I . t @pull contests Page Mo |1 Go To
e O I CI a reg I S e r @lssues & Offices Accepted |voter Mame | Residential Address | shzentes Sent/Recd Date|
@Publish Certified Contests r 237 CUTTHROAT DR SEELEY LAKE, MT 5986
H H @eallot Styles r 665 SFRUCE DR SEELEY LAKE, MT 59866
yo u Ca n p rI nt a I St O QM r 6635 SPRUCE DR SEELEY LAKE, MT 59868
oprlﬂt Labels | 2820 HWY 83 N SEELEY LAKE, MT 59868
aOf'flclaI Reqister r 260 EAGLE DR SEELEY LAKE, MT 59858
p ro C e S S e d Vote rS . @Election Expenses r 260 EAGLE DR SEELEY LAKE, MT 59268
oEIection Results r 120 LAUREL LM SEELEY L&KE, MT 50868 11/28/2011
Process Official Register
Duplicate Ballot Report
(T)Close Election
Exit
. . .
 Clicking Add Omitted
Voters will allow you
——— y
T dd in voters
1| | -l
. .
m I SS I n g fro m t h e Print Processed Voters Add Omitted Yoters | First: | Brey | Mext | Last | Page 1 of 207
Refresh Wizard Status r P"DCEWEC‘ /\

official register.

Office of Montana Secretary of State

Created 2/23/2012 by ZRM Linda McCulloch
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Process Official Register—

L]
Eallok Styles  Address Library  Full Petitions  Polling Places  CASS  Districks Precincks  Reports
i C e C P ro C e S S You are on the first page. woter Search Help
———————

‘ Election Date: Dec-08-2011 Election Type: Special Description: 11 Test Poll Election 2011 |

CO l I l p I ete d . QEIection Details Official Alphabetic List Mot applicable ~| Barcode

@include Certified Contests | | RETISTE
@Pull Contests Page No |1 GoTao

olssues 2 Offices

Accepted |voter Mame | Residential Address | shzentes Sent/Recd Date|
@Publish Certified Contests r 237 CUTTHROAT DR SEELEY LAKE, MT 5086
@ealot styles r 665 SPRUCE DR SEELEY LAKE, MT 59866
. @ballot Review r 665 SPRUCE DR SEELEY LAKE, MT 59868
L] Refres h lea rd Statu S @print Labels r 2820 HWY 83 N SEELEY LAKE, MT 59868
@ Official Redistar r 260 EAGLE DR SEELEY LAKE, MT 59868
@Election Expenses r 260 EAGLE DR SEELEY LAKE, MT 50868
r 120 LAUREL LN SEELEY LAKE, MT 50868 11/28/2011

Election Results
Process Official Reqgister
Cuplicate Ballot Report

(T)Close Election

Exit
1| | -l
Print Processed Voters Add Omitted Woters | First | Brew | Mext | Last | Page 1 of 207
Refresh Wizard Status ™ Process Completed
N VN
7 N\ 7 N\

Office of Montana Secretary of State

Created 2/23/2012 by ZRM Linda McCulloch

113




Duplicate Ballot Report



Purpose of the Duplicate Ballot Report

B Determine whether any voters intentionally
voted more than once.

® After you review the voter record and ballot
information for each voter, mark those voters
believed to exhibit fraudulent behavior.

B Generate a report to send to the County
Attorney for further investigation.



Duplicate Ballot Report-

Overview

Eallok Styles  Address Library  Full Petitions  Polling Places  CASS  Districks Precincks  Reports

* This screen will list T

‘ Election Date: Dec-08-2011 Election Type: Special Description: 11 Test Poll Election 2011 |

a ny Vote rS t h at h ave @Elaction Details woter Name | current Residential Address | Mo of Ballats |

@Include Certified Contests

@Pull Contests

received an additional | & it

@Publish Certified Contests
@eallot Styles

ballot for any reason. | guuee

@ Print Lahels

@ Official Reaister

Election Expenses

Election Results

@Process Official Register
Duplicate Ballot Report

* This includes re- S
issued or replacement
ballots.

[ ] O n Ce yo u h ave Refresh Wizard Status I™ Pracess Complated Report... Woter Reg yiewy Ballots Select All Save I

reviewed this screen
check Process
Completed.

Office of Montana Secretary of State

Created 2/23/2012 by ZRM Linda McCulloch
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Close Election



Requirements to Close and Election

An election can only be closed once the following has
been done:

All ballot labels have been printed
 Mail and Absentee Ballots have been processed
* Provisional Ballots have been processed

* The Official Register has been processed



[ ]
O .

'E'Electiun Management o ] 3
Eallok Styles  Address Library  Full Petitions  Polling Places  CASS  Districks Precincks  Reports

* This screen will allow T

‘ Election Date: Dec-08-2011 Election Type: Special Description: 11 Test Poll Election 2011 |

you to close an open @tlesion petas

@Include Certified Contests Clicking on 'Post history for processed voters and Close election’ button will allow you to save history for voters who

. QF‘UH Contests were processed in the 'Process Official Register' link and also allow you to close the election and prevent further edits
- - to the election.
olssues & Offices
@Publish Certified Contests
@eallot Styles

closed election. -~

@ Print Lahels

@ Official Reaister
Election Expenses
Election Results
@Process Official Register
@ 0Duplicate Ballot Report:

* Click the Post History | G
for Processed Voters
and Close Election to
continue.

Refresh Wizard Status " Process Completed Reopen Election I | Post History for Processed Voters and Close Election I

Office of Montana Secretary of State

Created 2/23/2012 by ZRM Linda McCulloch
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Close Election—

Overview
* Areminder message Il Close Hection NN fal

Wi ” come u p You are about to close this election. Run the BP-020
. duplicate ballots repaort from reports and labels,
prompting you to

review the Duplicate
Ballot Report if you
have not done so.

'E'Pust History - Close Election x|

o .
YOU WIII be aSked to Posting hi_StDrﬁ; and |::I|:|5ir_1g the electin:nn will prevent
coO nfl rm that you further edits to the election. Also it may take several

rminutes to complete this task. Do you want to continue?
would like to close the o
election.

e Click Yes.

Office of Montana Secretary of State

Linda McCulloch 120
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Close Election—
Overview

'E'Electiun Management o ] 3

Eallok Styles  Address Library  Full Petitions  Polling Places  CASS  Districks Precincks  Reports

Woter Search Help

‘ Election Date: Dec-08-2011 Election Type: Special Description: 11 Test Poll Election 2011 |

* The election is now gesene

@Include Certified Contests Clicking on 'Post history for processed voters and Close election’ button will allow you to save history for voters who
OPuH CafEsts were processed in the 'Process Official Register' link and also allow you to close the election and prevent further edits

to the election.
Cl Osed @Lssues & Offices
. @Publish Certified Contests

@eallot Styles

@eallot Review

@ Print Lahels

@ Official Reaister

Election Expenses
Election Results

L4 TO re -O p e n t h e @Process Official Register
@ 0Duplicate Ballot Report:

Close Election

election click Reopen =
Election.

e Be sure to re-close
the election as soon

Refresh Wizard Status I” | Process Completed Reopen Election I Post Histary far Processed Yaters and Close Election |

as you have made any
changes.

Office of Montana Secretary of State
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Reports



Election Management-

Available reports

BP-011: Ballot Batches Receiving

BP-012: Voter Listing By Ballot
Style

BP-013 : Undeliverable Ballots

BP-020: Duplicate Ballots Report

BP-034: Returned Ballots in
Date Range

EX-BP1: Voter Master Listing by
Election

Created 2/23/2012 by ZRM

=101

Woter Search Help

Wioter Registratio

Districts & Precincts
Petitions

Election YWarkers

Address Library
Lahels

Ballot Processing
Master Lookups
Close

N

County Election
n =l ’7 [11 Example slection 2011 - 12/08/2011 =l
Election Management:
Batch Number
Precincts ’7 2 j ‘
Izl (Deleted precints will be included on report)
O PRECIMGCT 100 - 100 il Offices
CJPRECINCT 108 - 108 | =
O PRECINCT 01 - 01 Candidat
MPRECINGT 02 - 02 =] ( | T
-
T Range Budget Group
Fram |PRECINCT 100 - 100 =l ’7 fan = ‘
To [FRECINCT 100 - 100 =] Dotelcno:
From I Ta I
—absentee Type NYRA Notice Type Party
[ 2l sbsertee Types ~ 1st Notice |_DAII - :I
Ocivilian Overseas o E5Crption =
[Election Specific CRZntliNutice O bemocratic
Military Domestic = € Ganeellation of voters O Republican
4 » O Mo Party =l
Code | Name | o] [sortorder [
Ex-E01 Export for sbsentee Voters in an Election iy
E-001 Absentee Voters for an Election
E-004 Election Fifty Percent Eligibility Criteria For Measures vV
E-005  Election Districts Included In Election
E-006 Election Expenses Apportionment LI
Export
Cancel | Bun Report

Office of Montana Secretary of State

Linda McCulloch
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As always, please feel free to contact the Help Desk,
at 1-866-541-6767, with any further questions you
have.

Office of Montana Secretary of State

Updated2/23/2012 by ZRM e Meculloch
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